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PREFACE
The Faculty Handbook is an official publication of the Office of the Provost. It constitutes
important reading and reference for all members of the Faculty, for it defines the basic
conditions of professional life at Rollins.

The information, policies, and procedures set forth herein are in effect at Rollins College
as of 1 September 1993. These are drawn from faculty, administrative, trustee, and committee
sources as appropriate. This Handbook supersedes all earlier editions. The gold section applies
to all members of the General Faculty. The blue section is written specifically for the Faculty
of the College of Arts and Sciences. The green section is prepared by the Dean of the Crummer
School for that faculty. This Handbook is published and distributed by the Office of the Provost.

Acceptance of a faculty appointment at Rollins implies acceptance of College policies and
procedures and of arrangements for their emendation.

The Handbook is, of course, one

authoritative source among several. It is not exhaustive and may contain errors. In matters of
controversy or crucial concern, other official sources should be checked as well.
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FACULTY GOVERNANCE - BYLAWS OF THE ROLLINS COLLEGE FACULTY

A. INTRODUCTION TO ROLLINS COLLEGE

DESCRIPTION OF ROLLINS COLLEGE
Rollins College is among the nation's finest small liberal arts colleges, offering a program
of study leading to the artium baccalaureus degree. Founded in 1885 under the auspices of the
Congregational Church, Rollins was the first college in Florida. It was coeducational and
designed to bring the educational standards of New England to the Florida frontier. Today
Rollins is non-denominational and independent and is supported through tuition, gifts and
investments from alumni, friends and foundations.
Rollins has 160 full-time faculty, 92% of whom hold the Ph.D. or appropriate terminal
degrees. The College has a student/faculty ratio of 12: 1. The educational program is supported
by endowment and trust funds totaling about $36,900,000.
The College is located in Winter Park, an attractive residential community adjacent to the
city of Orlando. Fifty miles from the Atlantic Ocean and seventy miles from the Gulf of
Mexico, the sixty-five acre campus is bounded by Lake Virginia to the east and south. A
traditional Spanish-Mediterranean architecture characterizes the College facilities.
The Rollins College Hamilton Holt School offers baccalaureate degrees and a Master of
Liberal Studies degree in the late afternoon and evening. The Center for Lifelong Education
offers non-credit courses in the afternoon and evening for local citizens. The Crummer Graduate
School of Business at Rollins offers the MBA degree for both full-time and part-time students.
The Graduate Programs in Education and Human Development offer graduate degree programs
and professional development courses for teachers and counselors. In addition, the Brevard
Campus, based in Rockledge, offers bachelor's level degree programs in the afternoon and
evening. Information on these associated schools may be found in their respective catalogues.
ACCREDITATION
Rollins College is an accredited member of the Southern Association of Colleges and
Schools since 1927. It is also a full member of the National Association of Schools of Music
since 1931, and has had its program approved by the American Chemical Society since 1974.
Its programs in education have been approved by the Department of Education of the State of
Florida.
Rollins holds institutional memberships in the Association of American Colleges, the
American Council on Education, the College Entrance Examination Board, the Florida
Association of Colleges and Universities, the American Association of University Women, the
Association of Governing Boards, the Florida Independent College Fund, and Independent
Colleges and Universities of Florida, Inc.
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The Roy E. Crummer Graduate School of Business was accredited by the American
Assembly of Collegiate Schools of Business in 1985. It is one of seventeen schools now holding
separate accreditation as graduate schools of business.

PURPOSE
Rollins College stands among those small, coeducational, independent liberal arts
institutions which distinctively contribute to the vitality and diversity of American higher
education.
Consistent with the purposes set forth in the 1885 Charter of the College, Rollins will
continue to prepare students for "Virtuous and useful lifes". The destiny of Rollins College
depends on its excellence -- the quality of the educational experience, the quality of students and
faculty, the quality of individual performance, and the quality of our life and work together.

MISSION STATEMENT
Rollins College holds a distinctive place in American higher education. From its founding
in 1885, the College has emphasized quality liberal education, and, since the 1920s, has
developed a tradition of innovation in the liberal arts. Drawing upon this dual heritage, Rollins
has also established a nationally recognized graduate management school and continuing
education program. United by the values of liberal education and integrated by a single
collegiate structure, these diverse programs and student populations distinguish Rollins as a
comprehensive liberal arts institution which educates students for active citizenship in a global
society and disseminates the values of a liberal education in the wider community.
The College affirms its commitment to excellence and innovation throughout its programs.
Rollins is dedicated to rigorous education in a caring and responsive environment; distinctive
programs which are interdisciplinary and collaborative; advancement of the art of teaching; and
scholarship and creative endeavor. Continuing priorities are diversity among students, staff, and
faculty; the quality of student life; and the integration of a rich array of co-curricular
opportunities within the curriculum.
Rollins accepts its historical responsibility to serve the Central Florida community through
educational programs and cultural and enrichment activities. Because aesthetic values contribute
to a climate in which liberal education flourishes, the College is also committed to preserving
the integrity of its architecture and the beauty and environmental health of its lakeside campus.

HERITAGE
A brief summary of the history of Rollins and its succession of presidents may be found
in the Rollins catalogue. A bibliography is available at the Olin Library.
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B. ADMINISTRATION OF ROLLINS COLLEGE
BOARD OF TRUSTEES
Rollins College is governed by a Board of Trustees consisting of nineteen to thirty five
members including the President ex officio. Three trustees are nominated by the Alumni
Association of the College and normally the President of Rollins Parents' Association is a trustee
as well.
Trustees are elected by a 3/4ths majority vote of the Board, and serve for a three year
term. Trustees, except for the Alumni Trustees, are eligible for re-election.
There are six Standing Committees of the Board. They are:
Executive Committee
Audit Committee
Education Committee

Finance Committee
Development Committee
Committee on Trustees (Nominating Committee)

The Board meets three times a year in October, February and May. The Executive
Committee, which consists of seven Trustees elected by the Board, plus the Chairman of the
Board and the President as ex officio members, meets monthly. The other Standing Committees
normally meet three times a year when the Board meets.
The President, three Vice-Presidents, the Secretary, and the Treasurer are elected by the
Board. In addition, the Board elects a Chairman and a Vice-Chairman. Assistant secretaries and
assistant treasurers may be elected as needed.
The authority of the Board of Trustees is contained in the Charter and Bylaws of Rollins
College. Under the Bylaws, the Board delegates certain powers and authority to the Faculty,
including the power to govern itself. The Faculty Bylaws of Rollins College represent the
Faculty's Self Governance document.
OFFICE OF THE PRESIDENT
The President is the chief executive officer of the College, serving at the pleasure of the
Board of Trustees. The President is responsible for the welfare of the College and the orderly
and prudent conduct of its affairs. The authority of the President is set forth in the Charter and
Bylaws of the College. The Bylaws require that the President be a member of the Faculty with
the rank of Professor.
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OFFICE OF THE VICE PRESIDENT FOR ACADEMIC AFFAIRS AND PROVOST

The Provost is the chief academic officer and a Vice President, responsible for
administering the educational program, for making faculty appointments, for coordinating all
academic activities of the College; for overseeing institutional and faculty research; for
maintaining the academic standards of the College; and for serving as Acting President in the
absence of the President. Reporting to the Provost are: the Dean of the Faculty, the Dean of
Student Affairs, the Dean of Admissions and Financial Aid, the Dean of the Brevard Campus,
the Dean of the Hamilton Holt School, the Dean of the Crummer Graduate School of Business,
the Director of Libraries, the Director of Computer Services, the Director of Athletics, the
Director of Institutional Research, and the Director of the George D. and Harriet W. Cornell
Fine Arts Museum.
OFFICE OF THE VICE PRESIDENT FOR BUSINESS AND FINANCE

The Vice President for Business and Finance also serves as Treasurer of the College. The
Vice President and Treasurer is the chief financial and business officer, having responsibility for
fiscal administration, business support services, personnel administration, and maintenance and
operation of the physical plant. Reporting to the Vice President and Treasurer are: the
Controller, the Director of Business Services, the Director of Human Resources, and the Director
of the Physical Plant.
OFFICE OF THE VICE PRESIDENT FOR DEVELOPMENT AND COLLEGE
RELATIONS

The Vice President for Development and College Relations is responsible for the external
affairs of the College including fund-raising, public relations and alumni affairs. Reporting to
the Vice President are: the Associate Vice President for Public Relations, Executive Director
of the Alumni Association, and the Director of Development.
DEAN OF KNOWLES MEMORIAL CHAPEL AND CHAPLAIN TO THE COLLEGE

The Dean of the Knowles Memorial Chapel and Chaplain to the College reports to the
President and is responsible for all activities of the non-denominational Chapel, for activities of
United Campus Ministries, and for the spiritual welfare of the Rollins Community.
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C. POLICIES AND PROCEDURES
ACADEMIC FREEDOM
Academic freedom is essential to the educational goals of Rollins College. "Academic
freedom" refers to the policy of maintaining conditions of free inquiry, thought and discussion
for every member of the faculty in professional activities of research,teaching, public speaking,
and publication. These conditions are regarded as necessary rights accruing to appointment on
the faculty. Faculty members have the correlative obligation to speak and write with accuracy,
with due respect for the opinions of others and with proper care to specify that they speak on the
authority of their own work and reputation, not as special pleaders for any social group, external
agency, or as purporting to represent Rollins.
The Faculty collectively may regulate such freedom, within the spirit of the 1940 Statement
of Principles and Interpretive Comments, "Academic Freedom and Tenure", endorsed by the
AA UP and other organizations.
Freedom of Expression
1. Classroom Expression
A.

B.

Discussion and expression of all views relevant to the subject matter is
permitted in the classroom subject only to the responsibility of the instructor
to maintain order.
1)

Students are free to take reasoned exception to the data or views offered
in any course of study and to reserve judgement about matters of
opinion, but they are responsible for learning the content of any course
of study for which they are enrolled.

2)

Requirements of participation in classroom discussion and submission of
written exercises are not inconsistent with this section.

Academic evaluation of student performance shall be neither prejudicial or
capricious. Performance should be evaluated only on an academic basis, not
on opinions or conduct in matters unrelated to academic standards. Students
who believe that they have been subjected to arbitrary or discriminatory
academic evaluations are guaranteed the right of appeal. In questions regarding
the above, students shall follow the recommended procedures in attempting to
have decisions re-assessed by the instructor.
1)

Appeal to the individual instructor directly.

2)

Appeal to the appropriate Dean.
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Any appeal shall be initiated after the issuance of a grade or evaluation, but
before the end of the following term.
C.

2.

Information about student views, beliefs, and political associations acquired by
professors in the course of their work as instructors, advisors, and counselors
is confidential and not to be disclosed to others unless under legal compulsion
or by request of the student. Questions relating to intellectual or skills capacity
are not subject to this section except that disclosure must be accompanied by
notice to the student.

Campus Expression
A.

Discussion and expression of all views are guaranteed within the institution
subject only to requirements for the maintenance of order. Support of any
cause by orderly means which do not disrupt the operation of the institution or
violate civil law is permitted.

B.

Students, campus groups, and campus organizations may invite and hear any
persons of their own choosing subject only to requirements for use of
institutional facilities and funds.

3. Protest
A.

The right of peaceful protest is recognized within the institutional community.
1)

Orderly picketing and other forms of peaceful protest are not to be
prohibited on the institutional premises.

B.

Interference with ingress and egress at institutional facilities, interruption of
classes or institutional operations or damage to property exceeds permissible
limits of behavior, and will not be permitted.

C.

Even though remedies are available through local enforcement bodies, the
institution may choose instead to impose its own disciplinary sanctions in cases
of disorderly picketing and unpeaceful protest.

D.

Every student has the right to be interviewed on campus by any legal
organization which is recruiting at the institution. Reasonable conditions may
be imposed to regulate the timeliness of requests and to determine the
appropriateness of the space. Any student, any group, or any organization may
protest against such organization provided that protest does not interfere with
any other student's rights to have such an interview.
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4.

Confidentiality of Student Records
Federal legislation (Family Educational Rights and Privacy Act) mandates standards
for the protection of the confidentiality of student records and, at the same time,
gives students the right to inspect the contents of their complete file in compliance
with the law. Rollins students have access to their own records, and the
confidentiality of them is also guarded.
One of the provisions of the law allows institutions to release "directory information"
as a matter of course, providing students have a reasonable time to ask that any or
all information be released only with the student's prior consent. Rollins publishes
a student-faculty directory that includes names, campus and home addresses, and
telephone numbers. Such a directory, when complete and accurate, is invaluable to
students, teachers, and administrators.
Rollins College considers the following to be directory information: name, class,
address (campus and home), parents' names and address, telephone listing, date and
place of birth, major field of study, participation in the officially recognized sports,
weight and height of members of athletic teams, dates of attendance, degrees, awards
and honors achieved in the curricular and extracurricular life of the College, the most
recent previous educational institution attended by the student, and individually
identifiable photographs of the student solicited by or maintained directly by Rollins
as part of the educational records.
Unless students have requested in writing to withhold any or all such directory
information, the College will release it. Requests to withhold such information must
be made annually prior to August 1.
The law also makes the educational record available to parents or guardians when the
student is claimed as a dependent with the Internal Revenue Service. The College
assumes all of its students are so claimed unless evidence to the contrary is submitted
to the Dean of the College in the undergraduate day program, or the appropriate
Dean in all other programs. Records are available to either parent or guardian of
dependent students unless the College has been provided with evidence that there is
a court order, state statute or legally binding document relating to such matters as
divorce, separation or custody that specifically revokes these rights.

EQUAL OPPORTUNITY IN EMPLOYMENT
The policy of Rollins College shall be that capability and merit are the basic criteria for
employment and that capability, merit, and length of service are the basic criteria for promotion.
Equal opportunity shall be assured in hiring, promotion, retention, training, and other personnel
matters regarding all employees without regard to race, color, religion, origin, sex, age, sexual
orientation, or disability. Discrimination against any individual for stated reasons is specifically
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prohibited except where sex, age, or non-handicap is a bona fide occupational qualification. The
College shall effect its policy of equal opportunity through a positive and continuing affirmative
action program.
SEXUAL HARASSMENT
Rollins College Statement:
Rollins College is committed to creating and maintaining a community in which students,
faculty, and administrative staff can work together in an atmosphere free of all forms of
harassment, exploitation, or intimidation, including sexual. Specifically, every member of the
College community should be aware that Rollins is strongly opposed to sexual harassment and
that such behavior is prohibited both by law and by College policy. It is the intention of the
College to take whatever action may be necessary to prevent, correct, and if necessary, discipline
behavior which violates this policy.
1. Policy:
In keeping with efforts to establish an environment in which the dignity and worth
of all members of the institutional community are respected, it is the policy of
Rollins College, that sexual harassment of students and employees is unacceptable
conduct and will not be tolerated.
2. Definition:
Unwanted and unsolicited sexual advances, requests for sexual favors, and other
deliberate or repeated communication of a sexual nature, whether spoken, written,
physical or pictorial, shall constitute sexual harassment when:
A.

submission to such conduct is made either implicitly or explicitly, a term or
condition of an individual's employment, academic status or participation in
College sponsored activities;

B.

rejection of such conduct is used as the basis, implicitly or explicitly, for
imposing adverse terms and conditions of employment, academic status or
participation in College sponsored events; or

C.

such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile or offensive
working or learning environment.
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3. Resolution Procedures:
It is the policy and practice of Rollins College to thoroughly investigate and remedy
any known incidents of sexual harassment. In order to do this, sexual harassment
must be reported. Accordingly, anyone who feels aggrieved because of sexual
harassment is encouraged to communicate their problem immediately. The complete
resolution procedure can be found in the following Grievance Procedure.

GRIEVANCE PROCEDURE
1.

Definition:
A discrimination grievance is an injury, injustice or wrong in which the grounds for
c·omplaint are based on race, color, religion, sex, national origin, age, handicap or
sexual orientation.

2.

Eligibility:
All employees may use this procedure. Terminated employees are eligible to use this
procedure only if they can show evidence that their termination was based on factors
described in the definition above.

3.

Overview:
Most complaints can be resolved through discussion between the staff member and
the immediate supervisor.
Individuals are encouraged to engage in direct
consultation with each other so the problem can be solved through conciliation, if
possible. An individual is in no way required to directly approach a harasser, and
may initiate the grievance procedure either formally or informally through the
Director of Human Resources and Affirmative Action. This Director is also
available for questions and information about discrimination and harassment.
Any employee who believes that he or she is the victim of discrimination or
harassment may elect to follow the procedures detailed below. If an employee elects
to file a grievance under a grievance procedure other than Affirmative Action, he/she
cannot elect to have the same grievance heard under the Affirmative Action grievance
procedure. If an employee believes he/she has been discriminated against on the
basis of race, sex, color, religion, national origin, handicap, age or sexual orientation
during the process of a grievance other than Affirmative Action, he/she may file a
complaint under the Affirmative Action grievance procedure. An employee must file
a discrimination grievance within forty-two (42) calendar days from the date of the
alleged incident of discrimination or harassment, or from the date of the most recent
incident in an alleged ongoing pattern of discrimination or harassment.
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Any retaliation against an employee or student for having made a complaint is
grounds to file a second complaint based on retaliation.
4.

Burden of Proof:
In all cases, the burden of proof rests with the complaining party. The Director of
Human Resources and Affirmative Action will be available to assist in fact finding
but in no way will be responsible for proving the complainant's charge.

5.

Investigations:
The complaining party must make clear to the Director whether he/she intends to
utilize the formal or informal investigation procedure. The Director will provide
advice and counsel in making this decision, but the responsibility for choosing rests
solely with the complaining party.
A. Informal Investigations:
If consultation between complainant and supervisor is (a) not appropriate, (b)
not possible or (c) do not lead to resolution,
a preliminary
investigation will
.
'
be made by the Department of Human Resources. Should these efforts not
resolve a grievance within ten (10) working days, formal procedures may be
initiated.

The primary purpose of the informal investigation process is to attempt
resolution of a complaint at the earliest possible time. The investigation
findings and the resolution in this process will not be part of a formal written
record. That is, no written documents will be held by or forwarded to any
office other than the Office of Affirmative Action and Diversity Programs.
In the absence of a written record, the informal process cannot generate a
disciplinary action.
The informal process has several limitations and is useful for providing advice
and counsel to the complaining party. If an intrusive investigation is
necessary, the formal process may be more appropriate. Under the informal
process, every reasonable effort will be made to protect the privacy of the
parties involved. IF the complaining party requests strict confidence, only
advice and counsel can be given under the informal process.
Within five (5) working days after the conclusion of an informal investigation,
the complainant may file a written complaint with the Director of Human
Resources and Affirmative Action detailing the nature of the complaint. The
Director will notify the subject of the complaint (respondent) of the formal
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complaint and provide the respondent with a copy of the formal complaint.
The respondent may submit to the Director a formal written response to the
complaint, and the Director will send a copy to the complainant.

Note: It is not necessary to initiate an informal investigation prior to initiating formal
procedures.

B.

Formal Procedures:
Within ten (10) working days, the Director of Affirmative action and Diversity
Programs will conduct a formal investigation of the compliant and attempt
conciliation. During this period, the Director will have access to all
information pertinent to the case and will inform the appropriate Vice President
or the President of the complaint. Within five (5) working days after the
conclusion of the formal investigation, the Director of Affirmative Action and
Diversity Programs will present a letter of finding of probable or no probable
cause to the complainant or respondent.

6.

Rights of the Persons Charged:
The person charged has a right to due process, which ensures immediate notification
that a complaint has been filed, the name of the charging party and the
circumstance(s) which precipitated the filing of the complaint, and if there has been
a finding that there is probable cause to believe that discrimination has occurred.
The person charged is to be advised in writing by the Director of Human Resources
and Affirmative Action in the case of formal complaints, how the investigation
proceeded, the date on which the investigation was completed, and the person's right
to offer evidence and the name of witnesses or any other support documentation to
the investigative process.
The person charged will be notified of the findings that support the allegations filed
and will be given an opportunity to respond to or refute those findings.
It is rarely necessary for the person charged to need to seek the advice of an
attorney. However, if the person charged retains an attorney, the complainant will
be notified and the College administration may seek the services of legal counsel.

7.

Hearing Committee:

If there is a finding of probable cause and the recommended solution is not agreeable
to either one of the parties, the Director of Affirmative Action and Diversity
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Programs may convene a Hearing Committee within ten (10) working days after the
conclusion of the formal proceedings. When there is a finding of no probable cause,
the complainant may appeal to the President whose decision will be final.
A.

B.

8.

The Director of Human Resources and Affirmative Action will provide to the
President a list of thirty (30) names of current employees keeping in mind
adequate representation of the diversity within the College community. The
President will select fifteen (15) of them to serve as a pool from which a
specific hearing committee of three (3) people will be formed as follows:
1)

one shall be chosen by the complainant

2)

one shall be chosen by the respondent

3)

one by mutual agreement of the two parties.

The Director will act as a consultant to the hearing committee and will have
the right to question the complainant, respondent and any witnesses during the
hearing.

The Hearing:
A.

The purpose of the Hearing Committee is to review the appropriateness of the
resolution recommended by the Director. The Hearing Committee will not
review a finding of probable cause by the Director.

B.

The three committee members will select one member to be the Chair.

C.

The hearing will be private; only those involved in the case may be present.

D.

Both the complainant and the respondent will have the right or option of
assistance by an advisor, or counselor from the College's faculty or staff.

E.

Both parties and their advisors or counselors, if any, will be present at all
sessions of the hearing, except during deliberations.

F.

Each party will have the right to call a reasonable number of witnesses to
support his or her position. Witnesses will be present only when their
testimony is being given.

G.

Both the complainant and the respondent will have the right to question each
other and to inquire into any testimony given at the hearing. The advisors may
advise and answer questions directed to them, but may not otherwise
participate in the proceedings.
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H.

The chair will have the right to rule as to the relevance of testimony at any
time during the hearing. A two-thirds vote of the committee may overrule the
chair.

I.

The hearing committee will have the right to examine official records of direct
relevance to the matter, but shall not ordinarily have access to information or
records from either the informal or formal proceedings, except the written
complaint and the written response, if any.

J.

The hearing committee will deliberate in private. These deliberations will be
kept confidential.

K.

The entire hearing, except the committee deliberations, will be stored on
equipment supplied by the College. The tape of the proceedings will be stored
in the Office of Human Resources and Affirmative Action .

.L.

The hearing committee will make a written report, including findings of fact
and a recommendation to the appropriate Vice President, or other individual
designated by the President to take action, within thirty (30) working days of
its convening, unless both parties agree otherwise.

M.

The case will be held in confidence during and after the entire procedure unless
the hearing committee votes to release a report.

N.

The appropriate Vice President or designate will make a decision, which may
accept or reject, in whole or in part, the recommendations of the hearing
committee. Copies of the hearing committee report and Vice President's or
designate' s action will be sent by the Vice President or designate to both
parties and the Director ofAffirmative Action and Diversity Programs within
(10) working days after the conclusion of the hearing. A copy of the transcript
or recording of the hearing will be provided to both the Director of Human
Resources and the Director of Affirmative Action.
The time limits stated herein may be extended at the discretion of the Director
and with the consent of the appropriate Vice President.

9.

Appeal:
Either party will have the right to appeal the decision of a Vice President or
designate to the President. Written notice of the desire for an appellate review must
be submitted within five (5) working days after the prior decision has been reported.
In the event an appeal is made, the written report of the hearing committee and the
written action of the Vice President or designate will be delivered to the President.
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The President may request such information as is necessary to aid in this review.
Within ten (10) working days, the President will affirm, reject, or modify the
decision or action being appealed and this decision will be final .
SPONSORED RESEARCH

Guidelines for sponsored research have been prepared to assist faculty and staff members
in applying for and administering externally funded research and other sponsored projects. (See
"Procedures for Monitoring Grant Proposals and Managing Grant-Funded Accounts for Rollins
College.") Faculty and staff members should be aware that funds accepted by the college
become the responsibility of the College. The College is accountable and liable for any errors
or omissions. Therefore, the policies and procedures described in the grantsmanship procedures
are applicable to all requests for grants and subsequent grant funds administered by the College.
Contact the Office of Corporate and Foundation Relations for assistance.
PROCEDURE FOR MONITORING GRANT PROPOSALS AND MANAGING GRANTFUNDED ACCOUNTS FOR ROLLINS COLLEGE

Successful efforts by Rollins College administrators, faculty and development personnel
have resulted in increased submissions of grant proposals to agencies, corporations, foundations,
and other organizations and the subsequent receipt of improving grant monies. This happy
circumstance has benefitted the College by providing equipment, improved facilities, enhanced
academic, cultural and research programs; and has contributed toward support of faculty and
students. However, the absence of established procedures to coordinate and monitor grant
proposals and grant-funded accounts has occasionally resulted in difficult situations for some
individuals and offices of the College and/or late submission of interim or final reports as
required by the Grantee.
Rollins College officers want to encourage and support individuals who seek grant funding
to support their academic work on campus or in any other way to benefit the College. To
facilitate this process, the Director of Corporate and Foundation Relations has been designated
coordinator for all grant processes which seek and/or receive external support to benefit the
College, its schools, divisions, departments and/or faculty .
The following procedures became effective June 1, 1990. They are intended to promote
efficiency in seeking, coordinating, and monitoring grant requests and grant accounts; to assist
individuals who pursue grants on behalf of the College; and to ensure timely grant reporting.
They are not intended to inhibit efforts by faculty and/or administrators who seek grant awards
which will improve the College and its programs.
The following procedures, however, do not apply to requests by faculty or other individuals
who seek external funding to support their personal, sabbatical or private activities unless funding
received is managed through the College's Finance Office. The Office of Sponsored Programs,
under the direction of the Director of Corporate and Foundations Relations, will assist faculty
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in these personal efforts by informing them of external grant opportunities and, when requested,
by reviewing and/or editing their applications for such support.
1.

Procedures for Submitting Grant Proposals:
A.

If receipt of a grant is contingent upon raising matching funds, the Vice
President for Development must authorize the project before the proposal is
submitted requesting said grant. This will help assure that raising of the
matching funds will not negatively impact on other fund raising priorities and
that efforts to raise the matching funds can reasonably be expected to succeed.

B.

If receipt of a grant would require an institutional match involving College
facilities, personnel, and /or budget support, the Vice President for Academic
Affairs and Provost and the Vice President for Finance must authorize said
project before a proposal is sent out requesting such a grant.

C.

Prior to submission of a grant proposal, the Associate Vice President for
Finance should be given the opportunity to review said proposal. This will
help to assure that consideration of budget implications, accuracy of financial
information, computation of fringe benefits, and verification of indirect charges
can be accurately incorporated into the proposal budget.

D.

The Dean of the Faculty should be consulted prior to submission of a proposal
if receipt of a grant resulting from said proposal will impact on teaching
programs and curricula affecting one or more faculty members.

E.

In most cases, grant proposals will be submitted by the Office of Corporate and
Foundation Relations. One copy of each proposal will be kept on file in the
Director's office and one copy will be forwarded to the intended grant
recipient's office.

F.

When a proposal is submitted to a grant-awarding agency, corporation,
foundation or organization by the intended grant recipient, he or she should
coordinate with the appropriate College officers named above, the Finance
Office, and the Office of Corporate and Foundation Relations. A copy of the
proposal should be sent to the Office of Corporate and Foundation Relations
for the central files.

G.

The Director of Corporate and Foundation Relations will notify the appropriate
personnel of the College (President, Vice President for development, Vice
President for Academic Affairs and Provost, Vice President for Finance and
Treasurer, Associate Vice President for Finance, Director and/or Dean)
regarding the status of the proposal and its intent. These individuals can then
more accurately respond to inquiries or conversations about the request.
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H.

2.

If a grant request is denied or held by the funding organization for later
review, a copy of the correspondence relating this information should be held
in the files of the Director of Corporate and Foundation Relations and also by
the intended grant recipient. All College officials notified of the proposal
submission under item 7 above will be informed by the Corporate and
Foundation Relations Office about important changes in the status of the
proposal.

Management Procedures for a Grant Funded Account:
A.

If a grant request is approved, a copy of the notification should be forwarded
to the Director of Corporate and Foundation Relations, who will consult with
the appropriate officers of the College to determine who will serve as the Grant
Manager(s). In most cases,t he Grant Manager will be the intended grant
recipient, particularly when he or she has submitted the proposal which has
been funded. One or more officers of the College may also be asked to
supervise the grant. Individuals previously notified about the submission of the
proposal will similarly be told about the forthcoming grant and the identity of
the Grant Manager(s).

B.

The Director of Corporate and Foundations Relations will ask the Associate
Vice President for Finance to assign an account number to the grant and will
indicate which Grant Manager(s) can "sign off' expenditures from this grant
account. All pertinent information regarding intent of the grant, matching
funds necessary for receipt of the grant, effective dates of the grant, and
required financial reports due to the Grantee will be forwarded to the Associate
Vice President for Finance to ensure efficient financial management of the
grant account.

C.

The Grant Manager(s) authorized to expend funds from the grant account will
use this grant account number on purchase requisition forms or any other
appropriate College forms to assure that proper debits and credits are processed
by the Finance Office when bills are paid.

D.

When notification of a forthcoming grant has been received and the grant
account number established, expenditures can be assessed against the account
by the Grant Manager(s) prior to the actual receipt of funds. In this
circumstance, the Associate Vice President for Finance should be consulted,
and a grant account would reflect a deficit until the Grantee's check is
deposited. This procedure also applies when grants extend over several years
and yearly grant payments can be realistically expected.
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3.

E.

The primary Grant Manager will maintain a file in his or her department office
which contains all information, including the original proposal and Grantee's
reporting guidelines. A cover sheet supplied by the Corporate and Foundation
Relations Office will indicate reporting deadlines. The file should also contain
copies of all purchase orders, invoices, staff advance payment or
reimbursement forms and/or papers relating to expenditures from the grant
account. Copies of these materials are not necessary for the files of the
Director of Corporate and Foundation Relations, who needs only an itemized
list of expenditures included in the interim and/or final reports for the central
file.

F.

Careful coordination between the Grant Manager and the Associate Vice
President for Finance on a timely basis should also assure proper expenditures
relative to salary and benefits paid out of College budget accounts, part or all
of which can justifiably be transferred from the budget account to the grant
account. These salary and benefit expenses might be for a full-time or
temporary employee, and the amounts might vary from year to year, but each
should be clearly defined in the proposal and the proposal budget approved by
the Grantee.

G.

The Director of Corporate and Foundation Relations will notify the Associate
Vice President for Finance and Grant Manager(s) regarding receipt of required
"matching fund" grants applicable to a designated grant account. This
"combined" account will assure an accurate total in the grant account and
eliminate any confusion about which "matching funds" apply to the grant,
particularly when the grant period covers more than one year or department.
This procedure will also simplify interim and final reporting (both narrative
and financial).

Grant Reporting Procedures:
A.

The Corporate and Foundation Relations Office will maintain a master file
containing pertinent information on all outstanding grants and required
reporting dates. although the Grant Manager(s), Vice President for Finance
and Associate Vice President for Finance should record these reporting
deadlines on their calendars and follow through independently, the Corporate
and Foundation Relations Office will notify appropriate individuals regarding
upcoming reporting deadlines.

B.

The Grant Manager is responsible for developing appropriate narrative
information to be used for interim and/or final reports and the Associate
Vice President for Finance is responsible for preparing financial
information for said reports as required by the Grantee's guidelines.
Submission of the interim and final reports should be coordinated with
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the Director of Corporate and Foundation Relations when appropriate and
when a letter from the President or other College official should
accompany the report. The Director of Corporate and Foundation
Relations and the Grant Manager should keep a copy of these reports in
their files.
C.

Financial reporting forms are often provided by the Grantee to the Finance
Office. Either a copy of this financial report, or a memo itemizing
expenditures submitted by the Associate Vice President for Finance on the
report, should be sent to the Grant Manager and to the Director of Corporate
and Foundation Relations for their files.

D.

The Director of Corporate and Foundation Relations will assist Grant Managers
and the Associate Vice President for Finance with reporting processes to the
degree they need assistance.

E.

When a Grant Manager, Associate Vice President for Finance, Director of
Corporate and Foundation Relations, and/or other applicable employee resigns,
retires, goes on sabbatical, or is out of his or her office for an extended period
of time, all necessary steps should be taken to assure the orderly transition of
grant requests, management, coordination, and reporting responsibilities.
Appropriate individuals should be informed about personnel changes that affect
grant accounts.

COPYRIGHTED MATERIALS
Faculty and Rollins personnel working with faculty should be familiar with restrictions on
the use and reproduction of copyrighted materials. Faculty are expected to adhere to their best
understanding of the current U.S. copyright law. Copyright protection extends to literary work,
musical works (including lyrics), dramatic works, choreographed works, pictorial and graphic
works, sculptures, motion pictures and other audio visual works, sound recordings, and software.
Legal limits to "fair use" of these materials are not always clear, but non-profit institutions are
no longer exempt from copyright law provisions. Faculty reproducing copyrighted materials for
classroom use should obtain the permission of the copyright holder or, if this is not feasible,
consult with their department head and Dean/Director. Faculty and administrators are reminded
that a copy of commercial software is licensed to one PC only.
In order to assist professors with the preparation of copyrighted course materials, the Copy
Center has entered into an agreement with a national reprographics company which has extensive
experience working with university publications. This company has an established division solely
dedicated to acquiring copyright permission for clients around the country.
Available immediately, to apply for copyright permission, professors simply need to bring
the copyrighted materials to be duplicated to the Rollins College Copy Center (or call extension
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2332). The Copy Center Coordinator will take over from there, including securing the
publisher's copyright permission for the number of copies needed, duplicating the materials in
the correct number for the class, and transporting the finished materials to the Bookstore for sale
to the students. The cost of the copyright royalties will be included in the sale price of the
materials.
As the granting of copyright permission can take from less than a day to several weeks,
please try to bring copyrighted materials to the Copy Center as early as you can.

CONFLICTS OF INTEREST
Regulations published by the Department of Education require that grantee institutions
develop and promulgate a definitive "conflict of interest" policy. These regulations read as
follows:
"Grantees must establish safeguards to prevent employees from using
their positions for purposes which are, or give the appearance of being,
motivated by a desire for private gain for themselves or others, such as
those with whom they have family, business or other ties. Therefore,
each institution receiving grant support must have written guides for staff
members (administrators, faculty members, professional staff or
employees) indicating the conditions under which outside activities are
proper or improper, and providing for notification of these kinds of
activities, relationships, or financial interests to a responsible and
objective institutional official."
Consistent with the terms set forth above, the following policy has been adopted by Rollins
College:
"It is the policy of Rollins College that members of the faculty and staff
shall refrain from accepting gifts or favors of monetary value, or
engaging in private business or professional activities where there is or
would appear to be a conflict between the individual's private interests
and the interests of Rollins College."
1. Conflict of Interest Policy
A.

Statement of Purpose: Rollins College was organized and exists for the
purpose of qualifying its students to engage in the learned professions or other
employment of society and to discharge honorably and usefully the various
duties of life. A fundamental principle of such endeavor is the application and
use of high ethical and moral standards. The purpose of this policy is to assure
all who look to Rollins College for service and leadership that those persons
who establish and administer policy and those persons who teach and otherwise
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work in the employ of the College dedicate themselves to the welfare of the
College and its students to the exclusion of ulterior purposes and conflicts of
interest.
B.

Scope: This policy applies to all trustees, officers, faculty members, and
employees of Rollins College and is intended to serve for the guidance of
members of their immediate families.

C.

Conflict of Interest: A conflict of interest exists when any individual covered
by this policy has a relationship or engages in an activity which impairs or
adversely influences his or her judgement with respect to policy promoting the
best interests of the College and the public good, or which impairs or adversely
influences the performance of his or her duties to the College.
A conflict of interest exists when a person benefits financially, either directly
or indirectly, from his or her employment or appointment by Rollins College
save and except for compensation and financial benefits paid or granted by the
College.

D.

Disclosure: In any case where a conflict of interest exists, or may exist, or the
appearance of a conflict of interest may exist, it shall be the duty of the person
covered by this policy to disclose his or her interest, including any interest in
the organization or entity which may benefit from the person's association with
Rollins and including any such beneficial interest a member of the person's
immediate family may have because of the person's association with Rollins
College.
Person's who perceive the existence of a conflict of interest shall not endeavor
to resolve the conflict or determine that the external benefits will not adversely
affect Rollins College; but shall make a full disclosure of the facts,
circumstances, relationships and transactions as follows:
1.

Trustees (including the President) shall report to the Chairman of the
Board

2.

Officers shall report to the President

3.

Faculty members shall report to the Vice President for Academic Affairs

4.

Other employees shall report to their immediate supervisors who shall
keep the appropriate officers of the College currently informed.
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Reports shall be made promptly, and at the discretion of the person receiving
the report shall be made in writing and signed by the person making the
disclosure.
E.

Restraint on Participation: Persons covered by this policy are encouraged to
avoid relationships and transactions which constitute a conflict of interest.
When such situations cannot be avoided, the persons involved shall refrain
from participating in consideration of the transaction affected by the conflict
of interest, unless under special circumstances the College determines that their
participation is imperative for the welfare of the College and the public good.
If such a waiver is indicated, it shall be in writing and signed by the Officer
or Board making the determination, and a copy of the Waiver shall be provided
to the Chairman of the Board and the College attorney.

BENEFITS
The following brief descriptions are not intended to provide all contract provisions and
exclusions of these plans but outlines the main specifications contained therein. Please contact
the Human Resource Department for additional information.
1.

Eligibility:

If you are a full-time faculty member you are eligible for the following benefits:

*
*
*
*
*
*
*
2.

Medical Insurance
Life Insurance
Long Term Disability
Salary Continuation
Dental Program
Eye Care Plan
Cancer Insurance

*
*
*
*
*
*

Retirement Plan
Flexible Spending Accounts
Employee Assistance Program
Tuition Remission Program
Tuition Grant Program
Travel Accident Plan

Tax Savings Program:

Currently the College offers benefit programs which require employee contributions to be
taken on a pre-tax basis. By designing your benefits program in this manner, the College is
hopeful that each of you will realize a tax savings which will increase your take home pay over
what it would have been had these contributions been made with "after-tax" dollars.
Under Section 125 of the Internal Revenue Code, the College must adhere to certain
guidelines regarding the offerings of this Tax Savings Program. The benefit elections that you
make and pay for on a pre-tax basis are intended to remain in force for the entire calendar year
(or the remaining portion of that year if you recently were hired or just became eligible to
participate). However, if you have a family status change during the year, you may elect to:
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A.

increase, decrease or terminate your medical insurance, voluntary life
insurance, and cancer insurance coverage;

B.

increase, decrease but not terminate your dental coverage;

C.

increase, decrease or terminate your contribution to the Dependent Care
Account;

D.

increase (but not decrease or terminate) contributions to your health care
spending account.

Some co_mmon examples of family status changes are:
A.
B.
C.
D.
E.
F.

Marriage or divorce;
Birth, adoption or legal guardianship;
Death of a covered family member;
Loss of outside coverage because your spouse's employment ends;
A change from full-time to part-time employment (or vice versa) by you or
your spouse;
A significant change in medical coverage because of a change in your spouse's
employment.

You must notify the Human Resource Department within 30 days of these status changes
in order to enact any changes in your benefit programs.

3.

Group Medical Insurance:

Full-time faculty members and qualified dependents are eligible upon employment for
medical insurance coverage. The College offers the subscriber a choice of either an HMO
(Health Maintenance Organization) or a managed care Preferred Provider Organization (PPO).
Covered services encompass expenses related to hospitalization, surgery, physician's services,
equipment and supplies and numerous other related charges. The College currently participates
in a shared cost arrangement with the faculty member for this coverage with the capability of
having the monthly premiums taken on a pre-tax basis.

4. Group Life Insurance:
Full-time faculty members are eligible upon employment for group term life insurance
which is paid in full by the College. The basic benefit is equal to two times the annual base
salary rounded to the next higher $1,000, not to exceed a maximum benefit amount of $300,000.
(Amounts over $50,000 are subject to taxation under IRS guidelines.) The benefit amount
reduces to 50% of the basic group benefit amount upon the attainment of age 70.
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The College offers faculty members the opportunity to purchase additional voluntary life
insurance for themselves and their spouses in increments of $10,000 up to a maximum of
$300,000. Life insurance is also available for dependent children in increments of $2,500 up
to a $10,000 maximum. Voluntary life insurance for faculty members will be taken
automatically on a pre-tax basis. Voluntary coverage for spouses & dependent children will be
deducted with after-tax dollars.
5.

Dental Plan:

The College offers a voluntary dual choice dental plan. You may choose from these dental
options:

*

Pre-Paid Plan

*

Indemnity Plan

Under the pre-paid plan, services are provided by a network of participating dentists.
There are no deductibles to pay or claim forms to file as well as no maximum limitation under
the plan or pre-existing conditions. For major expenses (orthodontics, endodontics etc), you and
the plan share in the cost.
Under the Indemnity Plan, you may elect any dentist of your choice to provide services
to you and your covered family members. Claim forms for reimbursement must be filed for
payment. There is a $50 per person annual deductible (not for preventative services) per person
and an annual maximum of $ 1000 per person. For certain procedures a pre-existing clause and
other restrictions may apply.

6.

Long Term Disability Plan:

Full-time faculty members are covered by disability insurance after 30 days of continuous
employment. A monthly benefit equal to 66 2/3% of salary up to a maximum of $5,000 per
month is provided to faculty members who are continuously disabled due to a non-occupational
injury or illness after the completion of a 180 day elimination period. Proof of disability is
required by the insurance carrier and the disabled individual must be under the continuous care
of a licensed physician. The College pays the full premium for this Plan.
Upon completion of the 180 day elimination period, the College will continue to make a
5 % contribution into the faculty members retirement plan account. This contribution will
continue until the earliest of the following:

*
*
*
*

attainment of age 65;
death;
return to full-time active employment; or
the faculty member elects to receive his/her pension either in the form of a
monthly annuity or a lump-sum payment (if applicable).
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7.

Salary Continuation:

The Salary Continuation Plan provides continued income during periods of inability to
work due to illness or injury, or bridging the 180 day elimination period for the Long Term
Disability Plan.
Salary will be paid at 100 % during the first 90 days of continuous disability. For the next
90 days salary will be continued at a 66 2/3% level (up to a maximum of $5,000 monthly). If
disability continues beyond the 180 days, faculty members will be covered under the Long Term
Disability Plan as described above.

Note: The combination of salary and disability pay from the Long Term Disability Plan
or the Salary Continuation Program may not exceed the annual base salary for the 12-month
period beginning September of any year.
8.

Retirement Plan:

The retirement program for Rollins College is administered through the Teachers Insurance
Annuity Association/College Retirement Equities Fund (TIAA/CREF) and Fidelity Investments.
Full-time faculty members are eligible upon employment to participate on a voluntary
basis. After one year of service, the attainment of age 26, and the completion of all applicable
paperwork, the College will provide a 5 % contribution to your account whether or not this
amount is matched.
The service and age requirements will be waived for faculty members if all of the
following circumstances are met:

*

was employed just prior to employment at Rollins College (no break in service)

*

must have bee11 full-time at another institution of higher learning
completed a minimum of one full year of service

* must have

Should you wish to contribute to this Plan, the College will match contributions up to an
additional 3 % for a total maximum College contribution of 8 %. The following table illustrates
this formula:
Faculty
Contribution

0%
1%
2%
3% & over

College
Contribution
5%
6%

7%
8%
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The contributions made by the College and the individual's first 3 % deductions, which are
matched by the College, must be made on a before-tax basis thus resulting in tax savings for the
faculty member. Any additional voluntary contributions made by the faculty member to their
Retirement account may be made on a before or after tax basis. Contributions to the SRA Plan
may only be made on a tax-deferred (before taxes) basis.
Faculty members may make voluntary supplemental contributions up to the limits allowed
by current tax law to the Retirement Account. Contact the Human Resource Department if you
wish further information on these programs or if you wish to have your maximum allowable
contribution calculated.
9.

Flexible Spending Accounts:

Flexible spending accounts allow you to deposit pre-tax dollars (via payroll deductions),
which are then placed into an account for you. Once you incur expenses which are not
reimbursable under our Health/Dental plan (or any other group Health/Dental plan under which
you or your dependents may be covered) or expenses related to child care, you submit claim
forms against the account for reimbursement. In this manner, flexible spending accounts provide
you with a vehicle to pay for expenses with tax-free dollars that you normally would have paid
for with after-tax dollars. There are two types of Flexible Spending Accounts:

*
*

Health Care Account
Dependent Care Account

10.

Health Care Account:

$1500 Maximum Yearly Contribution
$5000 Maximum Yearly Contribution

Any expense which would be eligible to be deducted under the federal income tax code
guidelines may be included for reimbursement under the Health Care Account. Typical expenses
may include: medical & dental deductibles & co-payments, eye exams, glasses & contact lenses.
Since the amount that you set aside on a yearly basis is not subject to either Federal or FICA
withholdings, the amount of your tax savings, in conjunction with your other benefit programs,
could be quite significant.
11.

Dependent Care Account:

Expenses related to the care of dependent children under the age of 13 (or over 13 if
physically or mentally incapable of caring for themselves) and for dependent parents who may
require skilled or custodial care in your home during the day, may be paid for with pre-tax
dollars that you have set aside in your Dependent Care Account. These expenses must be
incurred due to the fact that you and your spouse (if you are married) can work outside the home
or study as full-time student.
You may contribute to either the Dependent Day Care account or take the federal tax credit
on your income taxes - but you may NOT DO BOTH !!
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12.

Employee Assistance Program:

An Employee Assistance Program (EAP) has been established by the College to provide
you and your dependents with a confidential counseling source. The Program is staffed by
trained professionals to assist College members in finding solutions for such human problematic
issues of a medical or emotional nature which may affect them. These issues may include:
alcohol or drug abuse/addiction, marital and family crises, depression, stress, concerns with
children, etc. EAP can assist individuals with personal problems and or concerns which helps
return individuals to productive employment.
13.

Tuition Programs:
A.

Tuition Remission: Immediately upon employment (provided a commitment to
join the College was made by June 1st), all full-time faculty may enroll tuitionfree, on a space available basis, in the Rollins College Arts and Sciences
program, the Hamilton Holt School, any of several Graduate Schools or the
Brevard Campus Programs, providing such individuals qualify for and meet
established admission requirements. All benefit recipients will be expected to
pay for all fees and charges other than tuition.

B.

Tuition Remission for Dependents: Immediately upon employment (provided
a commitment to join the College was made by June 1st), spouses and
dependent children of full-time faculty members are eligible to enroll on a fulltime basis, tuition free, on a space available basis, in the Rollins College Arts
and Sciences program, the Hamilton Holt School, any of several Graduate
Schools or the Brevard Campus Programs, provided such individuals qualify
for and meet established admission requirements. All benefit recipients will
be expected to pay all fees and charges other than tuition.
An eligible dependent child is one who is less than twenty-six years of age, a
natural child, a step-child, or a child legally adopted and/or for whom you
have been granted legal guardianship before the child attains the age of sixteen
and who is primarily dependent on the faculty parent for financial support as
defined by the Internal Revenue Code guidelines.
Should a full-time member of the faculty or staff with five (5) or more years
of continuous service at the College retire, become totally disabled, or die
while still in the employment status, the College will continue to provide
tuition remission to those dependents qualifying for present or future assistance
at the time of the faculty or staff member's retirement, disability or death. In
order to be eligible for this benefit, a faculty member must have completed one
of the following age & service requirements prior to retiring:
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Age 55 with 10 years of service; or
Age 60 with 5 years of service
Under current tax regulations, the value of the tuition will be added to any
income for that year and/ or the appropriate tax forms will be mailed to the
recipient for filing with the Federal government.
C.

Tuition Remission for Retirees: Retirees are eligible to take courses tuition free
at the College in any of its programs. In order to be eligible for this benefit,
a faculty member must have completed one of the following age & service
requirements prior to retiring:
Age 55 with 10 years of service; or
Age 60 with 5 years of service
Under current tax regulations, the value of the tuition will be added to any
income for that year and the appropriate tax forms will be mailed to the
recipient for filing with the Federal government.

D.

Tuition Grant Program: Faculty members employed on a full-time basis for
one full year are eligible for assistance of up to $2,000 per academic year for
their dependent children's tuition at other institutions of higher learning. Both
parents are eligible if each is a full-time member of the faculty or staff with
one full year of service.
The Tuition Grant Program is limited to no more than four years of full-time
degree-seeking undergraduate study at an accredited institution of higher
learning. Fees and other charges will not be paid by Rollins College.
An eligible dependent child is one who is less than twenty-six years of age, a
natural child, a step-child, or a child legally adopted and/or for whom you
have been granted legal guardianship before the child attains the age of sixteen
and who is primarily dependent on the faculty parent for financial support as
defined by the Internal Revenue Code guidelines.
Should a full-time member of the faculty or staff with five (5) or more years
of continuous service at the College retire, become totally disabled, or die
while still in the employment status, the College will continue to provide this
tuition assistance to those dependents qualifying for present or future assistance
at the time of the faculty or staff member's retirement, disability or death. In
order to be eligible for this benefit, a faculty member must have completed one
of the following age & service requirements prior to retiring, becoming
disabled or dying:
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Age 55 with 10 years of service; or
Age 60 with 5 years of service
Under current tax regulations, the value of the tuition will be added to any
income for that year and the appropriate tax forms will be mailed to the
recipient for filing with the Federal government.
D.

Tuition Exchange Program: Immediately upon employment (provided a
commitment to join the College was made by June 1st), dependent children of
full-time faculty members are eligible to enroll on a full-time, undergraduate
degree status on a space available basis in any of the 11 private colleges of the
Associated Colleges of the South.
Dependents should apply at the Admissions Office. The Institution the
dependent wishes to attend will determine each student's eligibility for tuition
exchange. For further information contact the Admissions Office.
An eligible dependent child is one who is less than twenty-six years of age, a
natural child, a step-child, or a child legally adopted and/or for whom you
have been granted legal guardianship before the child attains the age of sixteen
and who is primarily dependent on the faculty parent for financial support as
defined by the Internal Revenue Code guidelines.
Should a full-time member of the faculty or staff with five (5) or more years
of continuous service at the College retire, become totally disabled, or die
while still in the employment status, the College will continue to provide this
tuition assistance to those dependents qualifying for present or future assistance
at the time of the faculty or staff member's retirement, disability or death. In
order to be eligible for this benefit, a faculty member must have completed one
of the following age & service requirements prior to retiring, becoming
disabled or dying:
Age 55 with 10 years of service; or
Age 60 with 5 years of service
Under . current tax regulations, the value of the tuition will be added to any
income for that year and the appropriate tax forms will be mailed to the
recipient for filing with the Federal government.

E.

Center for Lifelong Education: Rollins does not provide tuition remission for
the Center for Lifelong Education programs. However, some discounts are
afforded to faculty, staff and their dependents. For additional information,
contact the Center for Lifelong Education.
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F.

Tuition Grants for Study Abroad:
0

1.

2.

Australia. Ireland. Merida and Verano Espanol Programs
a.

Faculty and staff dependents who are enrolled as full-time
degree-seeking students at Rollins may participate in the
Australia, Ireland, Merida and Verano Espanol programs
without paying tuition. All other fees, lab costs and other
expenses will not be covered under this tuition program.

b.

Dependent children of full-time faculty members who are
full-time in a degree-seeking program at other institutions
may receive a tuition grant of up to $1,000 to participate in
the Australia, Ireland, Merida and Verano Espanol Programs
on a space available basis. This grant will be subtracted
from the $2,000 yearly maximum to attend other institutions.

Affiliated or Approved Study-Abroad Programs
a.

Faculty and staff dependents who are enrolled as full-time degreeseeking students at Rollins may participate in the Australia,
Ireland, Merida and Verano Espanol programs without paying
tuition.

b.

Dependent children of full-time faculty or staff who are fulltime in a degree-seeking program who qualify for the $2,000
per year tuition grant for attending another institution may
apply up to $1,000 per semester (fall or spring) of the grant
to the cost of tuition in an affiliated program.

Note: The Tuition Grant is provided only towards the cost of tuition. The cost of travel,
room and board, excursions and student fees are the responsibility of the student.
G.

Travel Accident Insurance: Faculty members are covered under an Accidental
Death and Dismemberment Policy for two (2) times their annual base salary
up to a maximum amount of $100,000. Any injuries sustained as a
consequence of and during the course of any trips made on behalf of the
College will be covered under the terms of the policy. This coverage is
provided by the College at no cost to faculty members.

H.

Other Programs:
1.

Savings Bond Program: The College offers its faculty members the
opportunity to enroll in the United States Treasury Savings Bond
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Program. You may purchase bonds in denominations of $100, $200,
$500 or $1,000 increments (minimum deduction would be $10 monthly).
Bonds purchased after 1990 and used for educational purposes (i.e.
tuition or fees) or either yourself or your dependent children may be
exempt from federal taxation on the earnings depending on the income
levels as determined by the U. S. Treasury. Bonds held for five (5) or
more years will earn a variable rate which is based upon the Treasury
Securities. For further information on this program, please contact the
Human Resource Department.
2.

Eye Care: Arrangements have been made with an eye care plan to
provide substantial discounts at local area providers (as well as national
providers) for an annual fee towards the cost of lenses, frames and
contact lenses and their supplies. Please contact the Human Resource
Department for additional information.

3.

Credit Union: College members are eligible to join the Central Florida
Educators Federal Credit Union (CFEFCU). Services available include
savings accounts (deposits may be made through payroll deduction), free
checking accounts with no minimum balance required (direct deposit also
available), 24-hour automatic teller cards, and a variety of services at fee
reduced rates. For more information contact the Human Resource
Department or the closest CFEFCU branch office.

4.

Cancer Insurance: Cancer insurance is made available to College
members on a voluntary basis. This plan provides extended coverage for
cancer and other specific diseases with benefits for hospitalization,
surgery, chemotherapy, anesthesia, radiation, private duty nursing and
many other charges which are paid directly to you. In addition, you
may select an optional intensive care rider which pays in addition to the
basic benefits and provides coverage from the first day of an accident or
sickness if you are confined in an intensive care unit.

5.

Discounts: Discount cards for many of the local area attractions are
available in the Human Resource Department. Some of these include:
Walt Disney World Magic Kingdom, Epcot Center, MGM Studios,
Universal Studios, Sea World, Busch Gardens, and Alamo and Hertz Car
Rentals.

6.

Human Resource Department: The Human Resource Department is
available to assist you should you have any questions or need assistance
regarding your benefit programs.
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While it is the intention of the College to provide the programs as indicated above to all eligible
faculty members, the College reserves the right to change any insurance carriers, level of
coverage, administrative procedure or, if necessary, to cancel any plan or program should it be
deemed necessary

PROFESSIONAL DEVELOPMENT
1.

Sabbatical Leaves: Full time, tenured faculty are eligible for sabbatical leave with
pay every seven years. Two options are available: a full year's leave at half pay or
a half year's leave at full pay (for undergraduate faculty, the winter term is included
in both options). Fringe benefits and faculty status continue as normal during a
sabbatical, except that TIAA/CREF payments are computed as a percentage of salary
paid.
The sabbatical program is intended to foster faculty professional development.
Appropriate sabbatical plans are diverse and vary with individual goals and
departmental needs. Research, study, writing, performance, consulting and teaching
elsewhere are traditional sabbatical activities, but learning new techniques,
undertaking a reading program, traveling with an educational purpose or pursuing a
new academic field may be appropriate as well.
A master schedule of sabbatical years is maintained by the Provost from information
supplied by the appropriate Deans and Directors. Eligible faculty are notified by
their Dean or Director at least a year in advance. Changes in sabbatical year may
be made only with the Dean's/Director's approval. Faculty must report their general
sabbatical plans and which option they will select by September 15 of the previous
academic year. The Provost issues letters awarding sabbaticals by the following
February.
Accepting a sabbatical implies that the faculty member will return to Rollins for
regular assignment for at least one year following the sabbatical. "Terminal
sabbaticals" are issued only in exceptional cases with the approval of the Provost.
Faculty are expected to file a report of sabbatical activities with their Dean or
Director and with the Provost by November 15 of the following year.
Before going on leave, a faculty member should arrange for the return of student
papers and materials from the preceding term, and notify his or her advisees and
arrange for their assistance. Since office space is at a premium, faculty on leave for
a full year should normally expect to vacate their offices during this period. The
Provost will attempt to arrange alternate office facilities if so requested.

2.

Leave Without Pay: Faculty members are entitled to apply for leave without pay.
Such leaves should be requested at least one year in advance and have the approval
of the appropriate department head and Dean/Director. Fringe benefits are affected
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during such leaves, so faculty members should discuss the implications of a leave
proposal with the Director of Human Resources as well as their Dean/Director.
3.

Faculty Travel: Rollins College recognizes participation in professional meetings and
attendance at conferences and institutions to be an important form of professional
development and scholarly exchange. Funds are budgeted for faculty travel and
administered through the respective Deans and Directors. Faculty should consult the
specific section of the Handbook that applies to their school or division for details.

4.

Faculty Research Grants: Research grants will be awarded on a competitive basis.
Funding decisions are handled by the Awards Subcommittee of the Committee on
Professional Standards. It is anticipated that the results of this research will lead to
a publication (professional journal or book), performance (music or theater), an
exhibit (art) or the presentation of a paper at a national or regional professional
meeting. The Jack B. Critchfield Research Fund supports research and creative
projects. Faculty of any school or division may apply.
1. Guidelines for Jack B. Critchfield Research Grant: Proposals which impact
on department activities should carry a supporting statement from the
department head or Director, or the appropriate Dean. This statement is
particularly important when supplies, equipment, space and supporting
personnel for the research project relate to departmental activities and budget
support.
A.

These grants may be proposed to extend up to a three year period.
An annual report will be required.

B.

These grants may be funded up to $5,000.00 per year.

C.

Funds may be requested to support:
1.

Some major equipment items not available through operating
funds.

2.

Student assistants ($150 per week up to a maximum of
$1,500 during the summer or $500 per term during the
academic year).

3.

Travel.

4.

Publication costs (when necessary to the discipline).

5.

Further traditional research activities.

GH 33

D.

6.

A faculty summer stipend after the above categories have
been funded. It is anticipated that the faculty member will
spend no less than one month full time activity on the project
during the summer period.

7.

A faculty member on professional leave is not eligible for a
summer stipend during the fiscal year involving the leave
period.

All leftover funds will be used for Individual Development and
Course Development Grants.

An application form will be sent out at least one month before the proposal
deadline at the end of February. All pertinent information should be restricted
to this form.

2. Guidelines for the Ashforth Funds: This fund supports faculty professional
development and research activities in England or Scotland. All persons
holding faculty rank at Rollins College are eligible for support from the
Ash forth Fund. Guidelines for the Fund are the same as the guidelines for the
Critchfield Grants, except that the Ashforth Fund may cover professional
developments as well as research.
Faculty should consult the specific section of the Handbook that applies to their
school or division for details on additional research funds.

5.

Special Awards:
A.

Three Arthur Vining Davis Fellowships are awarded to faculty each year at
Commencement.
Selection is determined by students, faculty, and
administration according to the following process. Students and faculty are
asked to nominate one or more faculty members who have made significant
contributions by virtue of "outstanding teaching, scholarly work and
publications, completion of significant research projects, accomplishments in
the fine arts, important contributions to the educational goals of the College or
outstanding contributions to the cultural, economic, and social community to
Central Florida". Self nomination is permitted.
The final selection committee is convened by the Provost and includes of the
outgoing President of the Student Association and the three current Fellows.
Faculty receiving the award within the past four years are ineligible. The
Fellowship carries a stipend of $1,200.00.
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B.

The Hugh and Jeannette McKean Grant: Inaugurated in the 1982-1983
academic year, this grant is a $10,000.00 cash award to a faculty
member for a special project. The Grant is a gift of Hugh McKean,
former president of the College, and his wife Jeannette. Faculty will be
notified of the availability of this award at the start of the academic year.
The Grant is awarded by an external jury of Rollins alumni who are prominent
in the academic world and in the arts. The jury membership changes from
year to year to provide a diversity of perspective. In seeking to interpret the
intentions of the donor, the first jury arrived at the following criteria for
evaluating faculty proposals:
1.

Potential contribution of proposed project to scholarship, teaching, or the
creative arts. Importance, originality and cogency of proposal.

2.

Apparent ability of the candidate to carry the project to completion.
Where appropriate, candidate's expressed knowledge of previous work
in the field.

3.

Likelihood that the completed project would benefit the faculty member
and the Rollins family.

4.

Evidence that the McKean Grant would facilitate a project that otherwise
might not be possible.

Generally, a call for proposals is issued in the fall. The Grant winner is
announced the following year. The arrangements for the Grant are coordinated
by the Provost using guidelines established by the Committee on Professional
Standards.
C.

Other Support for Professional Development: Each school and division has its
own programs of professional development and faculty are urged to consult
other sections of this Handbook.

OUTSIDE AND OVERLOAD EMPLOYMENT

The college expects appointment to the faculty to be full time employment, and therefore
expects each faculty member to give his or her Rollins responsibilities primary attention.
Consulting is an appropriate form of professional activity and may be a form of professional
development. Consulting responsibilities should be cleared with the appropriate Dean or
Director. (Some faculties have more specific policies). Teaching for other institutions should
be cleared with the appropriate Dean or Director. Normally, overload teaching at Rollins is
limited to one course per term.
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1.

Overload and Adjunct Pay:
The Overload and Adjunct Pay rates for faculty, as of June 1, 1991, are as follows:
Adjunct
Base Compensation

0-9
Semesters

Bachelor's
Master's

+

$1,300
$1,500
$1,700
$1,900

A.B.D.

Ph.D/Ed.D/LLD

10 or more
Semesters +
$1,500
$1,700
$1,900
$2,100

Overload (For full time faculty)
Instructor
Assistant
Associate
Professor
2.

$1,800
$2,000
$2,200
$2,400

Discretionary Increment
An increment which
Program/branch/ school:

may

be

given

by

the

Dean

of

the

Academic

$200.00 for outstanding teaching performance in the school over a period of
time, or
$200.00 for faculty who have obtained a national or regional
reputation in the field in which they have demonstrated the following:
a.

Positions within appropriate businesses, organizations, or associations

b.

Published contributions

c.

Awards received

$200.00 for Adjunct Associate Professors under the following conditions:
a.

These increments are given at the discretion of the appropriate dean.
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b.

These are not transferable when an adjunct moves from one program to
another.

FACULTY CARREL POLICY

1.

Assigned Carrels: Based on availability, study carrels in Olin Library are assigned
to a requesting faculty member engaged in research.
An application for a study carrel should be made at the beginning of each academic
term. The Library Council reviews and approves the recommendations of the
Library Director prior to assignment of carrels.

2.

Unassigned Carrels: Some carrels in Olin Library are not assigned to individual
faculty but are available for short term use. Faculty may reserve these carrels for
any morning, afternoon or evening period, for a few days or for as long as a week.
Unassigned carrels are available for use by any faculty on a first-come, first-served
basis. Reservations and keys for unassigned carrels are available at the Library
Directors Office.
To maintain an accurate record of all collections, all library materials kept in
assigned carrels must be checked through the appropriate circulation process. The
library staff regularly monitors carrels and returns to the collection any materials not
properly charged out.
D. PROGRAMS, SERVICES AND RESOURCES

AAUP, ROLLINS CHAPTER

The Rollins chapter of the American Association of University Professors was founded in
November 1930. Like the National Association, it seeks to promote faculty welfare and to
address concerns about academic freedom, ethics, tenure and faculty salaries. All faculty
members and administrators with faculty rank are invited to attend meetings, but only members
of the AAUP may vote. The services of the Association are available to all faculty whether or
not they are members.
ACADEMIC COMPUTER SERVICES

The instructional computing resources at Rollins include both a personal computer
laboratory and a Digital Equipment VAX 11/750 minicomputer which may be accessed through
hard wired terminals across the campus, a campus network, or dial-up lines.
The Rollins Computing Laboratory, located in Bush 206, is equipped with twenty
MacIntosh Plus and ten MacIntosh II computers in an Appleshare network, twenty IBM PC's,
and a laser printer. Many of the computers may be used as VAX terminals. The Laboratory
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is staffed by the Computer Services Office. Personnel assigned include a full-time supervisor
and a team of student assistants who work evenings and weekends, all of whom provide
assistance and training.
A variety of software is available, including WordPerfect,
MicrosoftWord, Lotus, MACDraw, MACPaint, StatGraphics and Hypercard. Laboratory hours
are 8:30am until midnight Monday through Thursday, 8:30am to 5:00pm on Fridays, 9:00am
until 1:00pm Saturdays and 3:00pm until midnight on Sundays. Faculty may reserve a section
of the Lab for hands-on instruction by calling the Lab Supervisor.
The VAX is configured with 8Mb of main memory, 900Mb of online disk storage, a nine
track magnetic tape unit and a line printer. VAX users may program in one of several
languages, make use of the Min tab or SAS statistical packages, and communicate with each other
via VAX Mail and BITNET. The VAX is available by modem at all hours.
Rollins College maintains agreements with several major vendors who allow faculty to
purchase personal computers and selected software at a substantial discount.
Faculty inquiries may be addressed to the Lab Supervisor at extension 2318 or to Lou
Miller at extension 2403.

ACADEMIC REGALIA
Faculty play an important role at Fall Convocation and May Commencement and are urged
to participate, wearing full academic regalia. For these occasions the College will arrange to
rent caps and gowns for faculty without charge, provided the request is made two months is
advance. It is anticipated that faculty members will own hoods indicating the highest degree
earned. Faculty who wish to purchase caps, gowns, or hoods at a discount may obtain price lists
and order forms at the Bookstore.

ACADEMIC RESOURCE CENTER
The Academic Resource Center (ARC), located on the second floor of Mills, offers
services designed to help students improve study skills, reading rate, comprehension and
retention; brush up on English language skills; refine writing style; learn time management; and
practice for standardized tests such as the GRE, LSAT and GMAT. The services offered at the
ARC are particularly helpful to first year students as they adjust to college-level work.
However, the assistance available at the ARC can be beneficial to any student.
The Academic Resource is staffed by a Learning Disabilities Specialist and a Reading and
English as a Second Language (ESL) Specialist who can diagnose strengths and weaknesses and
set up individualized programs to help students better their academic or test-taking skills. In
addition, qualified Peer Language Consultants assist students in identifying common patterns of
errors in their own writing with the aid of computer-edited printouts. They are also trained to
help all students refine their writing style.
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Workshops given throughout the year offer additional, more intensive, aid in improving
academic performance. Finally, the Center offers a space for individual or group study.
Students interested in assisted study groups will find Peer Advisors, representing the different
disciplines, on duty Monday through Thursday evenings.
ALUMNI ASSOCIATION

The purpose of the Rollins College Alumni Association, Inc. is to recognize the needs, the
problems, and the opportunities inherent in the development of a growing Alumni Association
and to generate Association responses to the challenges and financial needs that confront Rollins
College. The objectives of this organization are:
1.

To lend financial support to the college through an ongoing fund-raising effort.

2.

To assist the college Admissions Office in meeting its objectives and to market the
college to prospective students.

3.

To develop and promote programs which will encourage better communications and
relations among the membership of the Association, the college and the community.

4.

To upgrade public relations efforts to make the Association more visible in the
community.

5.

To advise the Board of Trustees, the college Administration and the Faculty of the
plans, the needs and the concerns of the Alumni Association.

ATHLETICS AND ATHLETIC FACILITIES

The Intercollegiate Athletic Program features nineteen (19) sports programs and
approximately three hundred (300) student-athletes participating annually. The teams include
Baseball, Basketball (M&W), Cross Country (M&W), Crew (M&W), Golf (M&W), Sailing (Coed), Soccer (M&W), Softball, Swimming (M&W), Tennis (M&W), Volleyball, and Waterskiing
(M&W). Swimming and Women's Soccer are club teams. National Championship participation
for more than half of our programs has often occurred in the past decade.
Intramural sports have been an important part of the Rollins' s student experience. The year
long program offers ten (10) men's and six (6) women's sports plus selected one time events.
Intramurals are intended to support personal development, recreational outlets, and overall
enjoyment of the College community.
All of the athletic facilities of the College are available for faculty use. Because it is the
philosophy of the College that physical education programs required by the curriculum should
have priority over other uses of athletic facilities, it is necessary that use of the facilities be
carefully and fairly scheduled . The schedules and regulations for the use of facilities such as the
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field house and swimming pool are the coordinate responsibilities of the Department of Physical
Education and Athletics. Information on current policies concerning the use of athletic facilities
can be obtained from the office of the Director of Athletics.
BOOKSTORE

Located just behind the pool in the lower level of Skillman Hall, our newly renovated
Rollins College Bookstore features not only over 700 textbook titles, but a newly expanded trade
book section, plus reference books, art supplies, gifts, snacks, sundries, and an extensive
assortment of merchandise - some related to serious studious pursuits, and some just for fun.
Look fort-shirts, shorts and sweat shirts to fit everyone, sunglasses, Rollins decals, pennants and
key chains, magazines and newspapers, greeting cards, calendars, beach towels, back packs,
games, cassette tapes, CDs, telephones, umbrellas, swimming goggles, batteries, computers and
peripherals, and much much more.
The Bookstore is open 8:30 a.m. - 5:00 p.m. Monday - Friday (and sometimes later and
on weekends during "Book Rush"). Use cash, checks, Master Charge, Visa, American Express.
The faculty/staff 10% DISCOUNT applies to any purchase of $1.00 or more (except special
sale items). Watch for notices of new Bookstore events, such as receptions and author signings,
planned throughout the year.
BUSINESS SERVICES

The Business Services Department, located in the lower level of the Physical Plant
building, oversees the operations of Purchasing, Food Service, Catering, Bookstore, Post Office,
Telecommunications, Duplication Services, Warehouse, and Vending, as well as rental property
management and the administration of the campus-wide R-card system.
CAMPUS SAFETY

The Department of Campus Safety is responsible for the overall safety and security of
Rollins College students, faculty and staff. Campus Safety consists of twelve professionally
trained law enforcement and security personnel with a combined total of over 150 years
experience. Services to the College community include response to criminal investigations and
disturbances. Campus Safety also provides escorts, car unlocks, disabled vehicle assists, and
medical transports to area medical facilities. Campus Safety officers present programs on crime
prevention and self protection and provide assistance to many different student groups. Campus
Safety has an excellent working relationship with Winter Park Police and Fire Departments and
can count on quick response and assistance from them in serious emergency situations. Parking
and traffic enforcement and parking area assignment are additional responsibilities of this
department. The Rollins Campus Safety Department is a 24 hour daily operation that can be
reached at 646-2401. Emergency number is 646-2299. Campus Safety is located in the Stewart
House, 450 Fairbanks Avenue, next to Holt Hall.
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CASHIER AND PAYROLL
The Cashier's office, located on the second floor of the Warren Administration Building,
maintains a limited amount of cash for petty cash and check cashing. Faculty and staff may cash
personal checks up to $100. 00.
Payroll checks are distributed by the Payroll Office according to the following schedule:
1.

Administrative Staff: Twelve equal payments on the last working day of each month
except that in December the salary payment will be on the last working day prior to
the Christmas holiday.

2.

Faculty: Twelve equal payments on the last working day of each month except that
in December the salary payment will be on the last working day prior to the
Christmas holiday.

3.

Adjunct Faculty: Salary will be divided in equal payments over the period of the
contract. Payment will be on the last working day of each month with the December
payment being the same as faculty.

Any person on a twelve month instructional contract may receive his/her salary in nine
equal payments instead of the above twelve month payments, with the approval of the Dean and
Provost. In order to honor this request, the Human Resources Department must be notified in
writing no less than one month prior to receipt of his/her first paycheck in any given fiscal year.
Faculty members who leave the College prior to the completion of their contracts will
receive their final paycheck on the first payroll after the Department Head/Dean and the Human
Resources Department have certified that all obligations to the College have been completed or
resolved.

CENTER FOR LIFELONG EDUCATION
The mission of the Center for Lifelong Education is to serve the changing and growing
educational interests of motivated learners of all ages. Designed as a response to the dramatic
growth of interest in lifelong learning, the Center's diversified curriculum features liberal arts
oriented programs, courses and activities for personal enrichment and intellectual stimulation,
and opportunities for professional development. The resources and facilities of Rollins College
are made available to motivated learners who attend a wide array of courses, programs,
seminars, camps, clinics, conferences, institutes, and activities throughout the year.

COLLEGE ARCHIVES, SPECIAL COLLECTIONS AND RECORDS MANAGEMENT
Located on the second floor in the Mills Memorial Center, the College Archives is the
official depository for all College records and publications deemed as having permanent historical
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value. Also included are private materials which document the history of the College and Winter
Park area. In addition to preserving these materials and making them accessible, the College
Archives is also an important source of information on contemporary College issues, legal
documentation, administrative continuity, and historical research.
Closely associated with the College Archives are the many valuable Special Collections
which reflect the liberal arts traditions of the College, including the Meade horticulture materials,
the Floridiana Collection, the Walt Whitman Collection, the Jesse Rittenhouse poetry materials,
and the most recent major acquisition the M.P. Shiel collection. The Rollins Collection contains
writings by Rollins faculty, staff and alumni.
Access to the materials in the College Archives and Special Collections is via the Olin
online catalog or special lists maintained by the department. The staff is most willing to provide
assistance and it is advisable that clients consult with the staff at the outset of any research
project. Departmental hours are Monday through Friday, 8am to 4pm and staff may be reached
at extension 2421.
COMMISSION ON THE STATUS OF WOMEN

This fifteen member committee acts as an Advisory Commission to the President and the
College. The Commission has the following purposes: to serve as a focus for matters pertaining
to the status of women at Rollins College; to conduct studies pertaining to issues that affect
women at Rollins College; to recommend to the President and appropriate agencies steps the
College should take to improve the status of women at the College; and to coordinate programs
and activities designed to further the interests and well being of women at Rollins College.
Membership includes three subcommissions representing the interests and concerns of the faculty,
administration/staff, and students. Members are nominated and elected from the respective
constituents.
COMMITTEE W OF ROLLINS

Committee W was formed by the women faculty of Rollins in 1971. The Committee's
purpose is to address the concerns of women faculty, staff and students. Notices of meetings are
routinely mailed to all women faculty and officers of administration. However, meetings are
open to any faculty member or officer of administration who wishes to be placed on the mailing
list.
CULTURAL LIFE

Rollins has long been a major contributor to the cultural life of Winter Park and the larger
Central Florida community. In addition to several fine lecture series, the College offers the
following cultural opportunities.
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Annie Russell Theatre. The October to May season features musicals, contemporary
drama, comedy and the classics ranging from Moliere to Wendy Wasserstein. The more
intimate Fred Stone Theater offers experimental theater and student directed plays.
Faculty/Staff and students are eligible for free admissions to selective performances and
discounts for season tickets.
Bach Festival. In early spring, the local Bach Festival Choir, the third oldest in America,
gives a three day program of music by Bach and other major composers. Noted vocal and
instrumental soloists join the choral society and the Florida Symphony Orchestra to produce
outstanding performances in the beautiful setting of the Knowles Memorial Chapel. For
subscription information, contact the Bach Festival Secretary at extension 2182.
The Cornell Fine Arts Museum. The George D. and Harriet W. Cornell Fine Arts
Museum at Rollins College opened to the public in 1978. It is one of the finest college
art museums in Central Florida, with a collection of over 3500 works. The exhibitions,
usually six to eight a year, range anywhere from American watercolors to European old
masters to contemporary sculpture. In addition, tours, lectures and other programs are
offered. The collection contains major works by Italian, French, Flemish, Dutch and
American masters from the 1300s to the 1990s. The Cornell Fine Arts Museum is
accredited with the American Association of Museums and is open free of charge daily,
except Mondays, to all students, staff, faculty and the community. Tuesday - Friday,
10:00am - 5:00pm; Saturday and Sunday, 1:00pm - 5:00pm.
Music in the Chapel. A series of free concerts by the Chapel Choir, the Chapel organist
and a variety of guest performers is sponsored by Knowles Memorial Chapel. Concerts
are announced in the Rollins Digest.

Rollins College Concert Series. A series of concerts sponsored by the Department of
Music gives area residents the opportunity to hear the performing members of the faculty
as well as performers of national and international prominence. All performances are free
to Rollins faculty, staff and students. Contact extension 2233 for brochures.
Rollins Dance. A series of diverse, professional dance concerts are held in the Annie
Russell Theatre with leading artists from the national and international dance world. For
more information contact extension 2145.

DEVELOPMENT
The Development Office at Rollins is responsible for all College wide fund raising. The
staff and volunteers raise unrestricted gifts through the Rollins Fund. In 1988 the College
completed its first successful Capital Campaign raising over $40 million. The Office of
Foundation Relations, within the Development Office, provides foundation grant-writing services
for various departmental and College wide academic programs.
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COLLEGE DIRECTORY
Faculty members are listed in the All Campus Rollins College Telephone Directory. The
information printed includes name, title, department, campus box number and campus telephone
numbers. Other information provided, optional to the faculty member, is name of
spouse/significant other, home address and home telephone number. Changes or corrections
should be reported to the Human Resource Department.
DUPLICATION AND PRINTING SERVICES
1.

Convenience Copiers: A wide range of photocopiers are located in administrative and
academic buildings across campus. These machines are intended for small jobs (under
100 total copies), and have a variety of features including collators, document
feeders, duplexing and variable reduction and enlargement. Coin or card operated
copiers are located in Olin Library, and are planned for the Bush Computer Lab, the
Student Center and the Copy Center. Jobs over 100 total copies, or which require
special services can be done economically through the Copy Center, often with sameday turn around.

2.

Copy Center: The Copy Center is located on the ground floor of the Physical Plant
building. It is open Monday through Friday, 8:00 am to 5:00 pm, with extended
hours planned for Fall '93. Small jobs can often be done while you wait, most can
be done overnight, and even the largest jobs only require a few days. Copy Center
services include:
A.

Copying: The Copy Center can accommodate any original size from index
cards (3" x 5") to tabloid (11" x 17"), and can produce copies on paper up to
11" x 17" and 95-pound card stock. The Copy Center stocks paper in a wide
range of colors, grades (from inexpensive copy paper to parchment), and
weights -ideal for everything from invitations to posters.

B.

Finishing: Tape, Velo and spiral bindings, plus a variety of stapling options are
available through the Copy Center.

C.

Special Preparation: Pages in bad condition or on colored stock, collections
from various sources and other non-standard originals can be prepared as
"Make Readies" at a nominal charge.

D.

Design, Typesetting and Imagesetting: Complete computerized publishing
services are available, including 600 DPI Postscript printing. For graphics, a
large library of public domain art work is also available to dress up your
designs, along with a high-resolution color scanner. Design support and
complete pre-press production is available for everything from anthology
covers and resumes to complete books.
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3.

E.

Forms. Letterhead. Business Cards and Envelopes: The Copy Center stocks the
basics, and can have personalized or departmental stationary produced on
demand at rock-bottom prices.

F.

Copyright Clearing Service: To assist faculty in preparing copyrighted course
materials, the Copy Center has entered into an agreement with a national
reprographic company specializing in academic publications. Please note:
Copyright clearance can take anywhere from one day to several weeks plan ahead! For more information, see "Copyrighted Materials."

G.

Facsimile: The Copy Center can send and receive faxes! Addresses will be
notified of incoming faxes by telephone. Prices are the best in town, and can
be charged to departmental accounts.

Copyrighted Materials Copyright protection extends to literary works, musical works
(including lyrics), dramatic works, choreographed works, pictorial and graphic
works, sculptures, motion pictures and other audio-visual works, sound recordings,
and software. The Copyright Clearance Service available through the Copy Center
offers detailed guidelines (available at the Copy Center) for how much of a
copyrighted work can be used in the classroom WITHOUT special permission. The
Copy Center also provides a permission service when needed. The general outline
of the guidelines is as follows:
Multiple copies (not to exceed one copy per pupil in a course) may be made by or
for the teacher giving the course for classroom use or discussion without special
permission, provided that:
1.

The copying meets the tests of brevity and spontaneity. Brevity differs by type
of work, but generally to a limit of 10% of the material. Spontaneity is defined
as inspiration of the moment, without preplanning or design.

2.

The copying meets the cumulative effect test. This test limits copying to no
more than two excerpts from any one work, for no more than one course per
term. Institution-wide limits also apply.

3.

Each copy must include a notice of copyright.

The guidelines specifically state that anthologies, compilations or collective works must
receive copyright permission, as must any copies which substitute for the purchase of
books, publisher's reprints or periodicals, are made at the direction of a higher authority,
or will be used for more than one term, or for which charges (beyond the actual cost of the
photocopying) are made.
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To duplicate materials for which copyright permission is required, bring the original
materials to the Copy Center. The Copy Center will secure permission to duplicate
the number of sets required through the Copyright Clearance Service. Application
and royalty fees (if any) will be included on the invoice along with other duplication
costs. Receiving copyright permission can take less than a day or several weeks, so
planning is essential.
FOOD SERVICE AND CATERING

Four College Food Service facilities are open most of the school year and throughout the
summer.
1.

"Beans". Located in Skillman Dining Hall. Features an a la carte cafeteria, serving
breakfast, lunch and dinner and offering a variety of entrees, beverages and desserts,
plus soup/salad and baked potato bars, a deli-grill, with burgers, fries, made to order
sandwiches, and frozen yogurt. Special vegetarian, low fat and low cal entrees and
snacks are served daily.

2.

The Snack Bar features: This facility is open on the main floor of the Student Center
from late morning to late evening. The Snack Bar features all beef burgers, breast
of chicken and custom sandwiches, spicy fries, burritos, nachos, fruit, yogurt and
ethnic specialties such as Cuban sandwiches, rice and beans and Jamaican patties.

3.

"C-Store". Adjacent to the Snack Bar in the Student Center, the C-Store is a
complete convenience store open early mornings to late evenings. Items available
include milk, bread, chips, microwave frozen entrees and popcorn, Ben and Jerry's
ice cream pints, soft drink liters, candy, plus variety sundries and health and beauty
aids such as aspirin, cough drops, mints, shampoo and kleenex.

4.

"Cornell Cafe". Grab and go snack service just off the Cornell Courtyard with
tables inside and out. Sandwiches, salads, specialty pastries, nutritious snacks,
juices, novelty ice creams, plus a self-serve Hot Dog Bar with all the trimmings are
available.

5.

College Catering. Located in Skillman Hall. Catering Info Pack available. Our
Food Service contractor, Marriott, provides an excellent catering service for coffee
breaks, luncheons, receptions, parties, picnics, and banquets. Rollins' agreement
with Marriott gives Marriott "right of first refusal", or the right to bid on, all
catered events using College funds. Catering needs should be requested from the
Special Events Department within Business Services (extension 2112). To ensure
efficient service and a successful event, you are asked to:
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A.

Please make arrangements 7 days in advance, except in emergency situations,
and use Catering Request Forms available from Special Events and Catering
Offices.

B.

Estimate attendance as accurately as possible and provide a guaranteed number
3 days in advance. Food is prepared for the guaranteed number plus 10%, so
billing is based on the guaranteed or actual attendance number, whichever is
higher.

C.

Understand that food and staffing are ordered in advance and advise Catering
of cancellations at least 5 days prior to scheduled event, to avoid being billed.

D.

Understand that for a catered service to be provided outside Skillman Hall,
minimum order and delivery charges apply.

6.

Catering Gift Packages. Brochure available. Freshly baked hand-decorated Birthday
Cakes, Giant Cookies, Gourmet Cheese and Imported Candy Baskets are available
for every holiday and special occasion, personalized with stuffed animals, ribbons
and bows, plants, etc., by request. Beautiful gifts at very reasonable prices. R-Card
discount applies (see below).

7.

Payment Options and PLUS 15 PLAN Privilege. Cash is accepted in all food
service facilities. However faculty are encouraged to take advantage of the
Faculty/Staff PLUS 15 PLAN available through use of the "R-Card" (Campus ID).
To establish a Food Account, deposit funds at the Bursar's Office in the
Administration Building. Your "R-Card" can then be activated at the Food Service
Office in Skillman Hall. And if you deposit $100 or more, you will receive an
account value of an additional 15%. So for a $100 deposit, you can spend $115
in "Beans", "Up-Over Snack Bar" or "Cornell Cafe". (The extra 15% is of course
nonrefundable.) For more information, contact Food Service at Ext. 2671 or
Business Services at Ext. 2112.

HEALTH SERVICES - LAKESIDE HEALTH AND COUNSELING CENTER
Health Services for full time day students are located in Lakeside Health and Counseling
Center in the lower level of Elizabeth Hall. The philosophy of care is proactive - focused on
education, prevention and wellness. Services are provided by two nurses and a part-time board
certified physician. Center hours are 8:30am to 4:30pm Monday through Friday when school
is in session. When the Center is closed, students needing urgent medical attention should
contact Campus Safety or Residential Life staff about transportation to the Winter Park Hospital
Emergency Room or Centra-Care.
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LIBRARY FACILITIES

The Olin Library, dedicated on April 17, 1985, houses a collection of 250,000 volumes,
1569 periodicals and 816 serial subscriptions, select collections in microformat, and varied nonprint materials. As a selective Federal Depository since 1909, the library also maintains about
40,000 U.S. Documents. The College Archives and Special Collection, including a fine
Whitman collection and the Jesse B. Rittenhouse poetry collection, are located on the second
floor of the Mills Memorial Center. The Media Services Department, also located in the Mills
Center, provides a wide range of services aimed at the production, distribution, and integration
of non-print sources into the curriculum. A small library collection and limited library services
are also available at the Brevard Campus.
The Director of Libraries, who reports to the Provost, is responsible for the administration
of the libraries. The staff is composed of faculty liberians, library technical specialists and
student assistants.
Library services include over 100 hours per week of access; an online catalog available
both in hou.se and via dial access; automated circulation; reference service and research
consultation; data base searching; interlibrary loan; and a variety of bibliographic instruction
services.
Cooperative agreements with local libraries include borrowing privileges at the University
of Central Florida Library for Rollins faculty, students and staff who are in good standing at
Olin. Guest borrowing privileges are extended for up to one year and must be renewed after
May 15th. Application forms may be completed and pre-approved at the Olin Circulation desk,
or may be completed and approved at UCF with proper Rollins ID.
Special services for faculty include one year check-out (all materials subject to recall and
due for return or renewal by May 15th); reserve service to make library or personal materials
readily available to students; customized bibliographic instruction to meet the needs of specific
classes; and a limited number of faculty carrels (applications available in Directors office).
The major portion of collection development is via faculty requests through their respective
departments. Departmental allocations are determined each year by the Library Council, and
limited only by budget constraints, requests are accepted throughout the year.
Questions concerning library holdings, services or policies can be answered or referred by
the librarian at the Reference Desk, extension 2376.
LOST AND FOUND

The Campus Safety Office operates a lost and found service.
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MAIL SERVICES
Faculty members receive their college and official mail through assigned mail boxes in the
Campus Post Office, located in the lower level of Mills Memorial Center across from Skillman
Hall (extension 2535). Window service is available from 10 a.m. to 3 p.m. Monday-Friday to
sell stamps and mail letters and packages, including Express Mail (overnight), Priority (2nd
day), and registered, insured and certified services. Mail is picked up and delivered to most
department offices twice daily. The correct format for mail addressed to you at Rollins is:
Your Name
Department
Rollins College
1000 Holt Avenue - #### (your box number)
Winter Park, FL 32789-4499
Putting the box number after a dash following "1000 Holt Avenue" is best. Using the
words "P.O. Box" or "Campus Box" or "Box" could delay receipt of mail from Winter Park's
main post office.
The campus U.S. Mail Box is located on Holt Avenue at the SW end of the Administration
Building across from Carnegie Hall. Our FedEx drop off box (including FedEx mail materials)
is also located on Holt, in front of the Student Center. Overnight letter packets (U.S. Mail and
FedEx) are received at the Campus Post Office and either delivered to department offices on
regular delivery runs or the department is notified to pick up. FedEx packages and mail from
other private companies such as UPS are received in the Warehouse and delivered to department
offices. The Warehouse, located in the lower level of the Physical Plant Building, can also mail
UPS or FedEx packages. Information and supplies for bulk mailings are available from the
Campus Post Office, which can also provide you with a Quick Reference pamphlet describing
all College Mail Services.

MEDIA SERVICES
Located in the basement of the Mills Memorial Center, the Media Services Department
provides a wide range of services. It schedules AV equipment for classroom use; assists in
locating and acquiring films and videotapes for instructional use; provides media production
support, including video graphics, black & white darkroom services, and video editing services;
and issues faculty, staff and non-resident student ID cards. In addition, the Head of Media
Services is happy to consult with faculty regarding the integration of media into the curriculum
and demonstrate the various types of media equipment available, such as camcorders.
The Media Classroom in the Mills Center can be scheduled for a variety of media
presentations. Available equipment includes a video projection system, VHS videoplayers,
16mm film and overhead projectors, and cable TV hookups. In addition, smaller viewing and
listening rooms and carrels are available in the Olin Library. Faculty are welcome to put AV
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materials on reserve at the Olin Circulation Desk for students using these smaller media rooms.
The staff of the Media Services Department is most willing to assist faculty in every way
possible. Requests to schedule the Media Classroom or deliver equipment to classrooms should
be made as far in advance as possible, with a minimum of forty eight hours required. During
the regular school year, departmental hours are Monday through Thursday, 8:00am to 5:00pm.
The staff may be reached at extension 2357.

MEETING ROOMS AND CAMPUS FACILITIES (Scheduling)
Campus facilities are available for scheduling by both on and off campus groups. The
following priorities are used in determining the use of campus facilities :
1.

classes scheduled by the Registrar's Office, Hamilton Holt, and Crummer School.

2.

programs sponsored by campus organizations.

3.

conferences sponsored by Rollins College.

4.

Off campus groups and conferences.

Facility reservations for conferences (usually events involving the need for overnight
facilities) are handled through the Center for Lifelong Education at extension 2604. Special
Events (wedding reception, day meetings, etc) are coordinated by Business Services at extension
2112. Both are responsible for maintaining the calendars for conferences and special events and
for coordinating and notifying the appropriate college support forces to ensure that events are
successfully carried out.
To schedule use of the following facilities, contact the assigned office directly.

1. Classrooms
Bush Science Center, Orlando Hall, Cornell Social Science Building, Hauck Hall,
Cornell Art Center
For reservations:
Monday-Friday 8:00am - 6:00pm

Registrars Office,
ext 2144

Monday-Friday 6:00pm

Hamilton Holt, ext 2232

Weekends

Business Services,
ext 2112
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Crumm er - All times - Maxine Beck - Dean's Office,
ext 2249

2. Auditoriums
Annie Russell Theatre
(seats 350)
Bush

Theater Office
Mary Allen, ext 2501

(seats 347)

Business Services,
ext 2112

Bush - Room 108 (seats 90)

Business Services
ext 2112

Bush - Room 134 (seats 20)

Business Services
ext 2112

Crummer

(seats 206)

Dean's Office
ext 2249

Hauck

(seats 110)

Foreign Languages
ext 2623

Rogers Room

(seats 125)

Music Office
ext 2233

Knowles Chapel

Chapel Office
ext 2115

3. Other Areas
Alfond Pool
Alumni House
Skillman facilities
Bush Conference Room
(Room 134 - seats 20)
Chapel & Chapel Classroom
Cornell Art Museum
Cornell Patio
Hamilton Holt Community Room

Harry Meisel,
Alumni,
Gina Terrebonne,
Business Service,

ext
ext
ext
ext

2123
2266
2656
2112

Joanne Park,
Arthur Blumenthal,
Business Services,
Yvonne Barton,

ext
ext
ext
ext

2115
2526
2112
2276
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Faculty Club
Field House
French House
McKean Lakefront
Mills Memorial Center
Mills Media Classroom
Olin Bib/Lab
Olin Library Conference
Room (seats 24)
Sandspur/ Alfond Stadium
Student Center and Patio

Anne Carlson,
Athletic Dept,
Doris Lynne,
Business Services,
Business Services,
Media Services,
Olin Library Office,
Olin Library Office,
Athletic Dept.,
Ruth Jackson,

ext 2488
ext 2636
ext 2139
ext 2112
ext 2112
ext 2357
ext 2676
ext 2676
ext 2365
ext 2186

Vacation Periods/Summer

For use of buildings/rooms during the summer months, please contact Business
Services, ext. 2112.
MILLS MEMORIAL CENTER

The Mills Memorial Center, renovated and reopened in fall 1987, provides quarters for
important student and faculty functions. Housed in the center are the following functions: the
Post Office, an off-campus student lounge, the Director of Student Activities and Organizations,
offices for student organizations, the Academic Resource Center, Career Services, the Writing
Center, and WPRK-FM radio. In addition, Archives, Special Collections, and Media Services
are located there.
The Galloway Room and the Mills Conference Room are available for meetings and
conferences. These may be reserved by contacting Business Services, ext. 2112.
NOTARIES

Faculty who need documents notarized by a Florida Notary Public should contact the
Cashier's Office.
PARKING AND TRAFFIC REGULATIONS

Rules and regulations concerning the use of motor vehicles on the Rollins College campus
are administered by the Director of Campus Safety. All students, staff, faculty, and support
personnel are requested to comply with Rollins traffic policies in order to provide for safety and
maximum use of existing facilities, and to preserve harmony in the communal life of the campus.
Copies of the traffic regulations, revised as necessary, are given each year to all members of the
Rollins community. These regulations include information on where parking is allowed and sets
forth the fines for failure to obey traffic rules.
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It is important that all motor vehicles of Rollins College students, faculty, staff and support
personnel be registered with the College and identified with a current parking decal. For further
information contact Campus Safety at ext. 2401.

PERSONAL COUNSELING - Lakeside Health and Counseling Center
The Office Personal Counseling is located in the Lakeside Center in Elizabeth Hall. Arts
and Sciences undergraduates can drop in, call for appointments, or be referred by faculty and
staff. Counseling services include: individual counseling, Myers-Briggs Type Indicator testing
for learning styles and academic adjustment; group counseling; programming for mental health
and academic issues; referral to off-campus professional resources and consultation. Faculty can
consult confidentially with Personal Counselors about a student, classroom, or other professional
matter. All student counseling is held in strictest confidence and does not appear on any record.
Students find personal counseling helpful for a wide range of personal and academic issues,
adjustment to college, family concerns, alcohol and drug abuse, etc. The extension for the
Center is 2235.
PHYSICAL PLANT
The Director of the Physical Plant is responsible for the administration and supervision of
the Physical Plant Division and reports to the Vice President for Business and Finance. The
Director supervises various craftsman, i.e., plumbers, electricians, and painters. Two Assistant
Directors have responsibility for grounds and for housekeeping in the various academic and
administrative buildings and report to an Associate Director.
Responsibilities of the Physical Plant include:
1.

coordination of routine maintenance, renovations, repair and construction of
buildings.

2.

maintenance and improvement of campus grounds; systems for heating,
lighting, ventilation and sanitation.

3.

set-up for all campus activities and maintenance and storage of proper and
necessary equipment.

The annual budget for the Department provides funds for the maintenance and operation
of existing facilities only. Funds for new facilities or equipment, or for renovation and
upgrading of existing facilities, are budgeted separately as projects are approved. The Director
will furnish cost estimates for capital improvements so that departments may include projected
costs in their annual budget requests.
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PUBLICATIONS

Student publications include the student newspaper, the Sandspur, the Tomokan yearbook,
the R-Times calendar and Brushings, the student literary magazine. (All are supervised by the
Publications Union which includes two faculty members appointed by the Dean of the College).
The following Rollins publications are compiled and edited by administrative offices.
Faculty should send announcements, changes or corrections to the appropriate office.
Academic Update - A periodical newsletter which reports on academic issues, policies and
activities. Office of the Provost.
Admissions Handbook - A prospectus distributed to candidates for admission to Rollins.
Admissions Office.
Alumni Record - A magazine distributed to over 20,000 alumni and friends of Rollins.
Rollins College Alumni Association.
Rollins Digest - A calendar and general information sheet issued monthly.
College Relations.

Office of

Rollins College Catalogue - Office of the Registrar.
Winter Term Catalogue - Office of the Dean of the Faculty.
Crummer School Catalogue - Office of the Dean of the Crummer School.
Hamilton Holt School Catalogue - Office of the Dean of the Hamilton Holt School.
Brevard Campus Catalogue - Office of the Dean of the Brevard Campus.
PUBLIC RELATIONS

The Public Relations staff, in conjunction with the Sports Information Director and Public
Relations Director for the Hamilton Holt School, are responsible for all public relations programs
at Rollins. Throughout the year, the staff publicizes research and events on campus through
internal publications as well as externally through local, state, and national media. Services in
the areas of editorial, photography, publications and media relations are available to faculty, staff
and students.
Faculty who are requested to give interviews to news reporters need not clear their
responses through the Office of Public Relations (although the staff does appreciate being
informed of media inquiries). Any such direct responses should clearly be identified, however,
as "personal" responses and not as official College policy.
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PURCHASING
All purchases of goods or services using College funds must be made through the
Purchasing Department located in the Business Services Office on the ground floor of the
Physical Plant building, box 2714, extension 2112, Fax 646-1500.

The functions of the Purchasing Department include:
1.

Research for goods and services needed by College departments.

2.

Procurement
departments.

3.

Management of College-wide service contracts
agreements such as trash disposal, typewriter
convenience copiers.

4.

Disposal of surplus property.

5.

Settlement of freight and vendor claims.

of

goods

and

services

requisitioned

by

College

and maintenance
maintenance and

The Purchasing Department has the following Goals:
1.

To assist departments in clarifying needs, with consideration to price, quality
and availability.

2.

To facilitate all College purchases.

3.

To obtain the lowest overall costs for goods and services by competitive
bidding, careful selection of vendors, coordinated purchases and constant
monitoring of agreements.

4.

To ensure that all purchases are properly funded.

Basic Purchasing Procedures
The Purchasing Department is the only department which can actually execute agreements
with vendors. (Purchasing may delegate authority to other departments, such as the Library, for
specialized acquisitions) . Other departments complete Purchase Requisitions, which are requests
for Purchasing to buy. From the Requisition, Purchasing issues a binding Purchase Order.
Purchase Orders are legal contracts; Purchase Requisitions are not. The College is not obligated
to pay for any goods or services not acquired by Purchase Order. Any purchase made
without a Purchase Order issued prior to receipt of goods or invoicing is a personal
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obligation of the purchaser. The College may decline to issue "after the fact" Purchase
Orders and may not pay the corresponding invoices. All contracts, service agreements or
other documents committing College resources must be accompanied by Purchase Order at
the time the agreement is executed.
Please note that buying for a college differs from personal shopping. Generally,
administrative time, maintenance costs, the cost of money, as well as the actual price of goods
and services must be factored into the purchasing decision. A detailed Purchasing Guide is
available from Purchasing, but the following overview outlines the basic steps to follow.
1.

Determine what goods or services are needed. If you have questions, Purchasing will
gladly assist you in determining the exact specifications and in locating a variety of
vendors and prices. Purchasing maintains current files on many suppliers of standard
items, and will often be able to provide prices and vendors over the phone. For
major expenditures or projects, the College may need to undertake a formal bid,
which can take from 2-3 weeks (for classroom furniture, for example) to several
months or even years (for a new building).

2.

Review your budget to ensure that funds are available in the correct account.
Adequate funds must be available in the current budget, and in the Object line
appropriate for the type of purchase. For example, pencils MUST be purchased from
object code 6550, and furniture MUST be purchased from 8100. If funds are not
available in the current budget in the correct line for the purchase, it may be possible
to reallocate funds from object lines where savings will be realized. Contact
Purchasing, ext. 2112, or Finance at ext. 2125 for more information.

3.

Complete a purchase requisition and forward it to Purchasing, box 2714. The
Purchase Requisition form has two basic areas: the top section provides information
on the requesting department, how the order should be placed and delivered, and
budgetary approval. Please provide as much information as possible, however contact
information and the budget information are required. Contact information includes
the lines marked "From," "Dept.", "Phone", "Date" and "Box", and the budget
information includes the fund, function and object code to charge the purchase
against at "Charge Account No.", and the signature of the individual authorized to
commit that account at "Budget Approval." If you have placed an order with the
vendor, mark the Requisition "Confirming" to avoid duplicate orders.
The central portion of the form is for the description of goods or services being
purchased. Be as specific as possible - "One Chair" is not adequate; model numbers,
sizes, colors and other details are all important. If you have specifications, quotations
or proposals, attach them to the form and state "Per attachment" as the description.

Purchasing will review the Requisition the same day it is received. Complete requisitions
will be approved and entered into the College computerized accounting system within one
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business day. Purchase Orders for complete Requisitions received before 2:00 pm will generally
be printed that afternoon , and disbursed the following morning. Requisitions requiring additional
information, pending fund reallocations, or requiring quotations will take approximately one
week. When requesting quotations, expect to be contacted within 5 business days.
Once the Purchase Order is printed and signed by the Purchasing Manager, it is sent to the
Vendor (Confirming orders are marked "Confirming order: DO NOT DUPLICATE"). Copies
of the Requisition are disbursed to the originating department, Accounting, Receiving and the
Purchasing files. All invoices (accept those against blanket orders) should be directed to Accounts
Payable, box 2715. Please note that Rollins College is tax exempt, and therefore does not pay
state sales tax. Certificates of Tax Exemption and the College's credit profile are available from
Purchasing or Finance.
All goods and services using College funds must be made via the Purchase Requisition and
Purchase Order, with the following exceptions, generally for repetitive standard or small-cost
items.
Blanket (Standing) Purchase Orders:
If you intend to use a particular vendor for numerous purchases during the fiscal year, we
recommend establishing a Standing or Blanket Purchase Order with the vendor. Complete a
Requisition specifying the vendor, and, for the description, state "Blanket Purchase Order."
Purchasing will generate an order to the vendor which will be good for all purchases from your
department for the current fiscal year. When you purchase goods from that vendor you will have
to complete a Partial and Discrepancy Receiving Report (available from Purchasing) and forward
it to Purchasing, listing the invoice number, Purchase Order number and dollar amount, along
with an authorized signature. Invoices for purchases made against blanket orders need to be
routed to Purchasing.
Office Supplies:
Complete a Purchase Order form. The items ordered will be drawn from the Warehouse
stores, if available, or ordered from a local vendor and delivered as soon as possible.
Local Pick-up Orders:
Valid for purchases under $50 at stores in the immediate vicinity (Miller's Hardware,
Thomas Lumber, etc.) Local Pickup Orders are accepted like cash by many local merchants and
are often used for last-minute needs. They are issued by Purchasing and require only a valid
identification and a valid account number. ($50 is automatically committed to the declared
account, but once the invoice is paid, the balance, if any, is released).
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Petty Cash:
For local merchants who do not honor a Pickup Order, Petty Cash is available from the
Cashier's widow on the second floor of the Administration Building. Please note that purchases
made with petty cash will often include tax, and the College does not reimburse for tax paid.
Travel:
No individual faculty, staff or administrative travel may be contracted by Purchase Order;
for more information contact Finance/Operations at ext. 2338.
Repair and Service (Equipment and Vending Machines):
Purchasing manages campus-wide maintenance contracts for office machines and other
equipment. If you have a problem with a typewriter, calculator, scanning electron microscope,
cash register or any newly-purchased equipment (under warranty) please call Purchasing at ext.
2112. Our typewriter service also includes an annual preventive maintenance inspection. Most
of our repair services provide same-day or next-day service.
Service for vending machines located across campus is coordinated through Purchasing.
Call ext. 2112 if a machine is not properly stocked, shows signs of vandalism, or doesn't
function properIy.
RELIGIOUS LIFE

Knowles Memorial Chapel and United Campus Ministries
The nurture of the religious life in the Rollins community is the mission of the Knowles
Memorial Chapel and the United Campus Ministries, the work of both being coordinated by the
Dean of the Chapel. The building, designed by Ralph Adams Cram and given by Mrs. Frances
Knowles Warren in memory of her father, one of the founding trustees of the College, was
dedicated in 1932. Its character and program are interdenominational in seeking both to serve
and support persons in a variety of faith-traditions and to emphasize convictions and
commitments they share with one another. The chapel is also designed to be the place for the
observance of special days which commemorate the College's history and purpose, such as
convocations, anniversaries and baccalaureates. Each Sunday, the 11 :00am interdenominational
service is held, with student participation in leadership and Chapel Choir. Gatherings for
spiritual responses to special crisis or celebrations, memorial services and weddings are also held.
During the Christmas season services of Lessons and Carols have long been a tradition for the
community as well as the College. Those who affirm the Chapel's purposes in the College
community and in their own lives are invited to become Associates of the Chapel.
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Sullivan House
Campus ministers in several Christian and Jewish faith-traditions are coordinated through
the United Campus Ministries. In addition to offering religious services, Roman Catholic Mass,
Bible studies, and Jewish Holy Day observances, the campus ministers sponsor the program of
Sullivan House. Under its coordinator, Sullivan House offers events of "adventure" such as
backpacking, diving and canoe trips; "spiritual growth" which includes ecumenical study and
conversation groups, monastic retreat trips and public affairs discussions; and "services" which
encourages the community in an effort to alleviate world hunger and direct volunteer aid to
projects in the community. Sullivan House programs, open to persons of all religious beliefs or
none, are sometimes catalysts, developing interests which persons or other groups may carry
forward on their own. A student advisory board, broadly representative of campus groups,
consults with the coordinator and other campus ministers in designing the Sullivan House
program.
WPRK-FM

WPRK is an FM radio station owned by Rollins and lice:ised by the FCC to broadcast at
91.5 megahertz. The studio is located in the basement of the Mills Memorial Center; the
antenna is affixed to the center roof of Mills. WPRK broadcasts with 1300 kilowatts, covering
the Winter Park/Orlando/Maitland area.
WPRK was for many years the only station in Central Florida with a classical music
format. The station operates under the supervision of a General Manager and is staffed by
student volunteers. WPRK broadcasts Rollins events and provides educational opportunities for
faculty and students. Classical music, news and sports dominate daytime programming, with
evening hours devoted to progressive music and a reggae show on Sundays.
Faculty involvement with the radio station is welcomed. Faculty may choose to participate
as DJs or may use the radio station as a learning laboratory. If and when a faculty member
decides to use the radio station as a learning laboratory the faculty member will need to obtain
the approval of the General Manager. This approval will ensure that there are not violations of
the FCC guidelines and will provide assistance to the faculty member as needed.
THE WRITING CENTER

The Rollins Writing Center is an upper level facility serving our Writing Reinforcement
Program and graduate students, as well as freshman and sophomores. Peer writing consultants
from across the curriculum are trained as sophisticated readers of text, responding to drafts and
proposing global as well as local changes. (The Writing Center staff also includes Holt School
peer consultants and several volunteer community consultants.) Students may come to the Writing
Center at any stage in the composing process for help with invention, local development,
detailing, structuring, finding a thesis, or polishing and stylistic refinement. Students are
encouraged to come more than once for any particular piece in progress. Faculty are asked to
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remember that the Writing Center is designed to help students learn to write like professionals:
writing, receiving, critique and revising. All writers (students, staff, faculty, administrators)
benefit from such an approach, and even the best students should be referred to the Writing
center to help them produce the best work possible.

Note: Because students mistakenly assume that any "help" is remedial, they often avoid
the Writing Center at first. Faculty members may help overcome this bias by requiring entire
classes to bring assignments to the Center for peer review. Students may also be sent to the
Writing Center to work in small groups; peer consultants may be scheduled to visit classrooms
to assist in special projects.
The Writing Center also sponsors faculty Writer's Support Groups and provides support
for faculty in developing classes making use of writing as a mode of learning. For additional
information, contact the Writing Center at extension 2308 or Twila Yates Papay (Director of
Writing Programs) at 2191.

ZYGON
Zygon: Journal of Religion and Science, founded in 1966, is an international scholarly
journal published quarterly by the Joint Publication Board of Zygon, which represents Rollins
and two other scholarly organizations. The office of one of the co-editors is in the French
House.

Zygon, meaning to yoke together, seeks ways to unite religious thought and practice, tested
historically through successive generations of human living, with contemporary well established
scientific knowledge about the universe, human nature, and human society. Zygon's working
hypothesis is that, when religious wisdom and scientific knowledge are united, there results
credible expression of basic meaning, values, and moral convictions that provides valid and
effective guidance for enhancing human life.
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BYLAWS
OF THE FACULTY
OF ROLLINS COLLEGE
ARTICLE I
GENERAL GOVERNANCE

Section 1
The Rollins College Trustee Bylaws, Article IV, state that the "faculty ... may adopt for
its own government such principles and by-laws as shall seem desirable to promote efficiency
and facilitate work, provided, however, that all such by-laws and principles shall be subject to
the rules and regulations and requirements set out by the Board of Trustees ... ". These By-Laws
outline the manner in which the faculty has organized for these purposes. Among other
responsibilities, Rollins College (Trustee Bylaws, Article IV) entrusts the Faculty of Rollins
College "with all matters pertaining to the order, instruction, discipline and curriculum of the
College," and with "immediate government and discipline of the students," subject to the rules,
regulations and requirements of the Board of Trustees.

Section 2
The Rollins College Trustees (Trustees Bylaws, Article IV) define the faculty of Rollins
College as consisting of "the President, the professors and such other employees as may from
time to time be designated by the Board of Trustees." These individuals collectively are
designated as the Faculty of Rollins College. This Faculty is organized into two bodies, The
Faculty of Arts and Sciences and The Faculty of the Roy E. Crummer Graduate School of
Business. Each faculty member of Rollins College is appointed to one of these Faculties. A
guiding principle of governance for Rollins College is that each of these bodies is more effective
if each adopts bylaws appropriate to facilitating its work.

Section 3
Certain College business, such as Faculty approval of candidates for the positions of
President of the College or Vice President for Academic Affairs and Provost of the College, are
issues of concern to the entire Faculty of Rollins College. Such business shall be completed at
a meeting of the Faculty of Rollins College.

Section 4
Other College matters that are broader than the scope of either the Faculty of Arts and
Sciences or the Faculty of the Crummer School shall receive consideration from the Executive
Council of the Faculty (see Article IV). Such matters may include, but are not limited to,
extraordinary issues concerning Affirmative Action, Strategic Educational Planning, Institutional
Financial Priorities and Academic Support Services. This mechanism is provided so that Officers
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of Administration of Rollins College can efficiently receive advice from a broad faculty group.
It is recognized that these broad issues may also be addressed by other bodies, including Deans
and students, as appropriate.

Section 5
The standards set forth by the American Association of University Professors as published
in AAUP Policy Documents and Reports, 1990 (or most recent) edition, when not in conflict
with the College Charter, Trustee Bylaws, and these Bylaws, shall be binding on matters of
academic freedom, appointments, tenure, faculty responsibility and accountability.
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ARTICLE II
ROLLINS COLLEGE FACULTY MEMBERSHIP AND SUFFRAGE

The following have the privilege of both voice and vote in meetings of the Faculty of
Rollins College: the President of Rollins College; administrators with faculty rank or holding
tenure at the College; Librarians, Directors, Vice Presidents, Deans and Department Chairs, with
faculty rank; and all those holding full time positions as lecturers, instructors, assistant
professors, associate professors, and professors whose primary responsibility is to teach in the
College.
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ARTICLE ill
MEETINGS OF THE FACULTY OF ROLLINS COLLEGE

Section 1
The Rollins College Faculty shall hold regular meetings at least once a year, and may hold
special meetings at any other time deemed necessary either by the President of the College or
by the Executive Council of the Faculty. At all such meetings, the President of the College shall
preside as Chair.

Section 2
A quorum for conducting business at meetings of the Faculty of Rollins College shall
consist of a simple majority of the voting members of the Faculty for any given term.

Section 3
Robert's Rules of Order, when not in conflict with these Bylaws, shall be used as authority
for the conduct of meetings of the Faculty. At its meetings, the Faculty is served by a
parliamentarian appointed for a term of two years by the Executive Council of the Faculty.
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ARTICLE IV
EXECUTIVE COUNCIL OF THE FACULTY--MEl\IBERSHIP AND DUTIES

Section 1.

The voting membership consists of the President of the Arts and Sciences Faculty, the
President of the Crummer Faculty, and four additional Arts and Sciences faculty members
selected according to the by-laws of the Faculty of Arts and Sciences, The non-voting
membership shall consist of the President of the College and any Vice-President or Dean invited
by the President of the College as appropriate to the issue being considered.
Section 2. Terms of Office

Terms of office for the faculty members of the Council shall be determined by the
members' respective governance bodies (Crummer or Arts and Sciences).
Section 3. Duties and Responsibilities

The Executive Council of the Faculty meets at the request of the President of the College
to consider policy issues whose implications transcend the scope of either the College of Liberal
Arts and Sciences or the Crummer Graduate School of Busines,s. The Council advises on such
issues to the President of the College. The Executive Council likewise is charged with
interpreting these Bylaws, with reviewing them periodically, and with proposing to the Faculty
any Bylaws changes. In its deliberations, the Council may at any time seek the advice of the
entire Faculty of Rollins College by calling a special meeting of the Faculty.
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ARTICLE V
FACULTY EVALUATION
Section 1. Faculty Evaluation Committees
Every member of the faculty shall be subject to review by an evaluation committee which
shall be responsible for assisting in the professional development of each member of the faculty.

Section 2. Faculty Appointments
Initial faculty appointments shall ,be made by the President upon recommendation of the
Provost and the appropriate Dean or (in the case of a Library appointment) Director. Neither
the Dean nor the Director of the Library shall recommend the appointment of anyone of whom
a majority of the tenured or tenure-track members of the department (in the case of all Arts and
Science appointments except to the Library); the faculty (in the case of Crummer School); or the
Library faculty (in the case of appointments to the Library) disapproves. Timetables for faculty
reappointments must be approved by the Faculty, and shall appear in the Rollins College Faculty
Handbook.
Section 3. Criteria for Evaluation
Each faculty shall develop criteria for faculty reappointment, promotion, and the granting
of tenure. Each faculty shall determine how these criteria shall be used to evaluate and
recommend whether a faculty member's work and professional contributions have been consonant
with the requirements or expectations assumed contractually when joining the faculty, or
afterward; such criteria likewise shall be used to evaluate the expected performance of normal
workload activities, and the expected assumption of responsibilities in addition to the normal
workload.

Section 4. Appeals of Decisions on Reappointment, Tenure and Promotion
Any candidate for reappointment, tenure and/or promotion may appeal the final
recommendation of the respective evaluation committee or the final recommendation of the
Provost to the Faculty Appeals Committee (see Article VI). Such appeals will be considered
only in the event of the allegation of one or more of the following charges by the candidate:
discrimination, age, or physical handicap; violations of academic freedom, or procedural
violations. In appeals cases the candidate must present convincing evidence to the committee that
the evaluation process was flawed for one or more of the aforementioned reasons.
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Section 5. Evaluation of Tenured Faculty
Faculty Evaluation Committees are charged with the responsibility of encouraging improved
teaching and continued professional growth for all members of the faculty. Each faculty must
specify and provide in their bylaws for the periodic evaluation of tenured faculty members.
Should an evaluation committee detect significant deficiencies or find that a tenured faculty
member is in extraordinary need of assistance, it may initiate evaluation proceedings at any time.
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ARTICLE VI
FACULTY APPEALS COMMITTEE

Section 1. Membership and Terms of Office
The Faculty Appeals Committee shall consist of three tenured faculty members, one from
the Crummer School who shall be elected by the Crummer faculty, and two from Arts and
Sciences, who shall be elected by the Arts and Sciences faculty. Committee members shall serve
staggered terms of three years. Three alternates (one from the Crummer faculty and two from
the Arts and Sciences faculty) shall be elected for the same terms. Members of the Committee
may not participate in committee deliberations or actions in cases dealing with their own
individual appeals, nor may they participate in committee actions or deliberations in appeal cases
in which they participated as members of an evaluation committee. Members of the Committee
may not participate in committee deliberations or actions in glievance cases in which they are
either petitioners or named in the grievance. In such circumstances, the member shall be
replaced by a corresponding alternate.
Section 2.1 Duties and Responsibilities in Appeals Cases
The Committee hears the appeals of candidates for tenure and/or promotion with regard
to the recommendation of the respective evaluation committee or with regard to the
recommendation of the Provost. The Appeals Committee initially reviews all requests for appeal
to determine sufficient cause. If the Committee so determines, the case is reviewed.
Section 2.2 Recommendations in Appeals Cases
After reviewing the case, the Appeals Committee makes a recommendation to the President
either to uphold the original decision or to recommend a new evaluation.
Section 3. Duties and Responsibilities in Grievance Cases
If any faculty member alleges cause for grievance in any matter not covered by the
procedures described in these Bylaws or in pertinent AAUP policy documents, the faculty
member may petition the Faculty Appeals Committee for redress. The petition will set forth in
detail the nature of the grievance and will state against whom the grievance is directed. It will
contain any factual data which the petitioner deems pertinent to the case. The committee will
decide whether the facts merit a detailed investigation; if the faculty member succeeds in
establishing a prima facie case, it is incumbent upon those named in the grievance to come
forward with evidence in support of their position on the matter. Submission of a petition will
not automatically entail investigation or detailed consideration thereof. The Committee may seek
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to bring about a settlement of the issue that is satisfactory to the parties. If in the opinion of the
Committee such a settlement is not possible or appropriate, the Committee will report its findings
and recommendations to the petitioner and to the appropriate administrative officer, and the
petitioner will, upon request, be provided an opportunity to present the grievance to the
administrator.
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ARTICLE VII
METHOD OF AMENDING BYLAWS
These Bylaws, or any provisions thereof, may be abrogated or amended at any meeting of
the faculty by a two-thirds vote of the Faculty present and voting, provided that notice seven
days prior to the meeting shall contain a copy of the proposed amendment or amendments.
Amendments ultimately made need not be in the exact form in which they were sent to each
member as above provided, but must deal with the same subject matter. It shall be the
responsibility of the Executive Council of the Faculty to communicate all revisions of these
Bylaws to the Board of Trustees.
AUTHORITY
These Bylaws, except where specifically noted, supersede all Faculty Bylaws approved
prior to April 1991.
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A. ADMINISTRATION OF THE COLLEGE
OF ARTS AND SCIENCES

DEAN OF STUDENT AFFAIRS
The Dean of Student Affairs is responsible for student academic development and student
services in the undergraduate College. Accordingly, the Office includes student affairs (career
development, campus safety, health services, student organizations, residential life, and personal
counseling) as well as several academic functions (academic advising, skills development,
external scholarships and fellowships, and supervision of readmission, transfers, orientation,
probation and dismissal). The structure of the Office is based on the belief that the academic and
non-academic lives of students are inextricably linked. The Office sees as its central goal, the
creation of an environment conducive to learning.
The activities of the office are supervised by the Associate Dean of Student Affiars and the
directors of the particular services listed above. Faculty are invited to refer students to the
appropriate office when necessary. Central student files are maintained to facilitate coordinated
work with individual students.

DEAN OF THE FACULTY OF ARTS AND SCIENCES
The Dean of the Faculty is responsible for the curriculum and faculty of the undergraduate
College. Academic department heads work with the Dean on matters related to educational
programs, faculty assignments, and academic budgets.
The Office of the Dean of the Faculty facilitates and monitors faculty recruitment,
evaluation and compensation. Professional development programs administered by this office
include sabbaticals, leaves of absence, development grants, faculty exchanges, and travel to
professional meetings.
The Dean of the Faculty works closely with the academic departments, appropriate faculty
committees, and the Registrar in making decisions concerning course schedules, course offerings,
majors and minors, area studies majors, independent studies and internships, interdisciplinary
courses, and experimental courses.
The chairs of academic departments, coordinators of academic programs, directors of
academic support services, the Registrar, and the Director of International and Off-Campus
Programs report to the Dean of the Faculty of Arts and Sciences.
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DEAN OF ADMISSIONS AND FINANCIAL PLANNING

The Dean is responsible for College admissions functions and oversight of Student
Financial Planning. The Dean of Admissions and the admissions staff are engaged in promoting
the College to prospective students through recruitment travel, receptions, on-campus programs,
individual interview sessions, and the development of printed materials.
DEPARTMENT CHAIRS

Appointments

The appointment of department chairs is made by the Dean of the Faculty after consultation
with the faculty members of the respective departments. The Dean issues letters of appointment
and confirmation of reappointment annually, normally in late spring. The standard term of
appointment is twelve months, coinciding with the fiscal year. As compensation, department
chairs may choose to receive annually either:
o

a one course reduction in the normal teaching load, or

o

a salary supplement based on the following formula: $2000 plus $100 for each full
time employee over the base number of five in his/her department.

A full time employee is defined as one of the following: regular faculty, teaching fellow,
technical staff, secretary or administrative staff.
Responsibilities and Authority of Department Chairs

Chairing an academic department is an administrative responsibility requiring faculty
leadership. A department chair reports both to his or her faculty colleagues and to the Dean.
The chief task is the development and maintenance of a coherent and effective curriculum,
reflecting both the traditional approaches and contemporary developments in the field of study.
In addition, a department chair is responsible for (and has authority commensurate with) the
competent and efficient conduct of, and leadership in, the following departmental affairs:
1.

Submitting and supervising departmental budgets and administering expenditures of
departmental funds as required and where appropriate.

2.

Recommending equipment and supplies for purchase, projecting space and equipment
needs for the department and exercising general responsibility for departmental
facilities and equipment.

3.

Preparing descriptions of majors and courses and other departmentally related copy
for College publications, such as catalogues and promotional brochures.
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4.

Recommending major and minor requirements to the appropriate faculty committee,
and determining departmental course offerings, class meeting schedules and special
programs, after consultation with faculty and in accordance with guidelines issued
by the Dean; approving course offerings, class schedules, special course descriptions
and staffing for departmentally-related courses in the Hamilton Holt School, after
consultation with faculty.

5.

Encouraging faculty research, writing, and creative activity.

6.

Encouraging effective classroom teaching, including the application of both
innovative and conventional teaching techniques.

7.

Evaluating non-tenured and tenured full time faculty, teaching fellow, and adjunct
faculty, based on consultation throughout the year, through duly appointed evaluation
committees which operate according to prescribed procedures and guidelines.

8.

Recommending to the Dean of the Faculty tenure, promotion, and increases in
salary, in accordance with the guidelines, procedures and vehicles set forth in the
Faculty Handbook.

9.

Conducting regular and special departmental meetings as may be required, consistent
with democratic procedures, sound management and the academic responsibility and
freedom of the members of the department.

10.

Supervising and training student assistants, and administering student assistants'
programs (where appropriate); submitting requests for student assistants; supervising
and training office personnel and departmentally related staff.

11.

Advising the officers of administration of the College, heads of other departments,
heads or directors of other administrative units of the College, and members of
standing and special committees, as needed or requested.

12.

Assisting with the active recruitment of students and with the identification of
scholarship recipients, as arranged by the Dean of Admissions and Financial
Planning.

13.

Encouraging, aiding, or writing, when requested or needed, research proposals, grant
proposals, and other requests for sponsorship generated within the department;
approving such proposals before submission to the Dean of the Faculty.

14.

Arranging for departmental approval of independent studies, including tutorials,
research projects and internships.
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15.

Establishing and supervising the program of academic advisement for majors and
minors in that department; encouraging alert and effective academic advisement;
disseminating information to students about opportunities for graduate study, foreign
study, fellowships and job opportunities; approving the use of transfer credit to
satisfy departmental requirements.

16.

Encouraging a stimulating intellectual climate for students and faculty in the
discipline through such programs as lectures, clubs, attendance at professional
meetings and conferences, special colloquia and seminars, presentations of research
work.

17.

Providing advisory assistance in staffing interdisciplinary courses, area studies
programs, and new curricular offerings.

18.

Determining departmental library needs and consulting with the Director of Libraries
on allocation policies, book orders, and the development of special libraries;
determining departmental computer needs and consulting with the Director of
. Computer Services regarding hardware and software needs and the training of the
staff.

19.

Assisting in the staffing of the department: coordinating the activities of searches,
including requesting positions, developing position descriptions and advertisements,
screening applicants, corresponding with candidates, selecting invited candidates,
scheduling interviews, and nominating candidates to the Dean of the Faculty, all in
compliance with Affirmative Action guidelines and the personnel policies of the
College.

20.

Determining, upon request, allocation of special funds made available to the
department for distribution to faculty and students (e.g. grant funds).

21.

Assisting the Director of the Alumni Affairs in identifying distinguished graduates.

22.

Maintaining open communications within the department about its affairs, especially
concerning such sensitive matters as teaching loads and faculty evaluation,
disseminating information to department members regarding special professional
opportunities, administrative decisions and policy changes.

23.

Carrying out assessment activities and periodic review of the department for
accreditation and other purposes as required.
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Evaluation of Department Chairs

Department chairs are evaluated by the Dean of the Faculty, using departmental
evaluations, those of other faculty and department chairs, and independent judgement.
Evaluation as chair is a process independent from faculty evaluation and conclusions in one area
need not affect conclusions in the other.

Evaluation is conducted according to the following criteria:
1.

Performance of administrative duties normally assumed and assigned, including those
listed above.

2.

Skill in promoting effective teaching and advising within the department, sound
curricula for majors and minors and new programs which lead to increased academic
strength.

3.

.Ability to function constructively in an administrative capacity with faculty in the
department, with the officers of administration, with other department and division
chairs and with other institutional departments when required.

Removal of Departmental Chairs

The chair of a department may be removed for cause when such action is in the best
interest of the College and the department. Such action is initiated by the Dean of the Faculty
after consultation with appropriate faculty or by the President of the College. Faculty within a
department may petition the Dean of the Faculty for the removal of a departmental chair. The
normal appellate channels and procedures apply, and the Dean must ensure due process in such
decisions.

DIVISIONS OF THE COLLEGE

Organization of the Faculty of Arts and Sciences, as described in the Bylaws, is along two
lines, one administrative/academic, the other legislative.
For the convenience of coordinating academic offerings in related fields and of nominating
faculty to committee membership, academic departments are grouped in four divisions as shown:

Humanities Division:

English, Foreign Languages, Philosophy and Religion

Expressive Arts Division:

Art, Music, Theater Arts and Dance, Physical Education,
Library
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Social Science Division:

Anthropology, Applied Quantitative Systems, Economics,
Education, Graduate Counseling, History, Organizational
Communication, Politics, Psychology and Sociology

Science and Mathematics: Biology, Chemistry, Environmental Studies, Mathematical
Sciences, Physics

The Brevard Faculty associates by discipline within these divisions.
Division chairs, elected by the faculty of each division, are responsible for consulting the
department chairs and faculty of their divisions in order to receive suggestions, criticism and
pertinent information concerning proposed changes in educational programs and policies.
Divisions may develop their own guidelines and procedures for the selection and activities of
division chairs, consistent with the Bylaws and this Handbook.
Hamilton Holt School

The Rollins College Hamilton Holt school offers late aftemoon and evening courses toward
the degrees of Bachelor of Arts (B.A.) and Master of Liberal Studies (MLS). The Hamilton Holt
School is administered by the Dean of the Hamilton Holt School, who reports to the Provost.
The Hamilton Holt School is fully accredited by the Association of University Evening
Colleges. As an on-campus part of Rollins College, it is also accredited by the Southern
Association of Colleges and Schools. For additional information about policies and procedures
in the Hamilton Holt School consult the Hamilton Holt School Faculty Handbook. Faculty who
wish to teach in the Hamilton Holt School should consult with the Department Chair, the Dean
of the Faculty, and the Dean of the Hamilton Holt School. The Dean of the Hamilton Holt
School is responsible for appointing faculty to teach in programs for the Hamilton Holt School.
Center for Lifelong Education

The Center for Lifelong Education provides a wide range of non-credit educational
experiences for the Central Florida community. The curriculum offers opportunities for cultural
enrichment, self fulfillment, and professional development. Programs are offered for all ages,
from pre-schoolers to senior citizens. The Director of the Center for Lifelong Education reports
to the Dean of the Hamilton Holt School.
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B. ARTS AND SCIENCES ACADEMIC POLICIES

INTRODUCTION

The following policies and procedures, established by standing committees of the College,
describe the basic obligations and responsibilities of faculty, students and administrators at
Rollins with respect to the traditional undergraduate programs of the College. For information
on curriculum, degree requirements, general education requirements and advising, please consult
the Rollins Catalogue and the Academic Handbook.
ADVISING

Academic advising is an important aspect of each faculty member's service to the College.
Beginning in the second year of teaching at Rollins, all full time faculty teaching credit-bearing
courses participate in the academic advising program on a regular basis. Other members of the
faculty (e.g. library faculty and College administrators) may be asked to advise students as well.
Good advising requires an understanding of the Rollins curriculum and support services,
familiarity with appropriate graduate programs and reasonable availability for consultation with
advisees.
All entering students (freshman and transfers) are assigned a faculty academic advisor and
a student peer adviser by the Coordinator of Freshman Advising. Whenever possible, students
are assigned to advisors in their expressed area of academic interest. Department Chairs, in
consultation with the Coordinator of Freshman Advising and the Dean of Student Affairs, assign
freshman advisees and advisees in the major to faculty with reasonable regard for equity in
numbers. Students and advisers receive a College catalogue detailing necessary information
about the academic program, College policies, and requirements in each major area. By the end
of the sophomore year, the student chooses a major and arranges to become the advisee of a
faculty member in the major department or program. The student informs the Registrar of the
change by submitting a form signed by the new adviser. The form is sent to the first advisor
who then forwards all records to the new adviser.
COURSE REGISTRATION AND WITHDRAW AL

Each academic department and program submits to the R~gistrar and to the Dean of the
Faculty its proposed course schedules for each term. The schedules must balance requirements
and electives, courses for majors and non-majors, upper-level and lower-level courses. Proposals
to offer courses cross-listed between departments must be endorsed by the Chairs of both
departments. Proposals to offer courses cross-listed between Arts and Sciences and another
program must be approved by the Dean of the Faculty and the Dean or Director of the other
program.
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The Registrar distributes class rolls for each term on the first day of classes. Faculty are
required to correct class rolls and to report these corrections to the Office of the Registrar.
Revised class lists are then sent to each faculty member, with mid-term and final grade report
lists forwarded at the appropriate time.
Students who fail to attend the first class meeting of the term risk being replaced by
students on the waiting list for that class. Students may add and drop during the first week of
class in the fall and spring terms and may continue to drop courses through the second week
without a notation appearing on the transcript. With the approval of the adviser, students may
withdraw from a course through Friday of the week following mid-term with a "W" recorded
on the transcript. It is the responsibility of the student to seek from the instructor a report on
his/her standing in class prior to the final date for withdrawal from courses. It is the responsibility of the instructor to provide the student with some form of graded evaluation of his/her
standing in a class prior to the final date for withdrawal from courses. A student may not
withdraw from a course after the deadline (Friday of the week following mid-term) except by
decision of the Academic Affairs Committee. A student who abandons a course after the
deadline will receive a grade of XF.
CLASS ATTENDANCE
It is the responsibility of the faculty to publish attendance policies for their courses in the
course syllabus. If a distinction is made between what will be "excused" absences and
"unexcused" absences, that must be conveyed in the attendance policy. At the instructor's
discretion, a student's grade may be lowered for failure to comply with the attendance policy.
If the students feels he/she must be absent from class for any reason, it is the student's
responsibility to confer with the faculty member to determine whether the absence is to be
considered "excused" or "unexcused" as defined by the attendance policies. The Office of the
Dean of Student Affairs will communicate when students must be absent from campus for
hospitalization, family emergencies, or similar contingencies. Students will be responsible for
all work missed.

Faculty may find it helpful to contact the Office of the Dean of Student Affairs concerning
students who are frequently absent or who have been absent from several classes in succession.
Reports of this kind often help the Dean to identify students in need of special academic or
personal counseling.
STUDENT EVALUATION OF INSTRUCTION

Near the end of each term, the Office of the Dean of the Faculty provides student
evaluation questionnaires for each course taught that term. During a class meeting, instructors
distribute the forms to their students and answer any questions the students may have concerning
class size, course number, or course title. After requesting one student to collect the forms and
deliver them to the Office of the Dean of the Faculty, instructors leave the room, allowing
students sufficient time to complete the forms before the end of the class period. After the term
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has ended and grades have been assigned, instructors are encouraged to read the completed
questionnaires in the Office of the Dean of the Faculty.
FINAL EXAMINATIONS

The 14th week of classes in the fall and spring terms is reserved for final examinations.
All courses include a final examination, with possible exceptions for performance, writing,
independent study, or seminar courses where other means of evaluation are more appropriate.
The final examination must be offered in the time period scheduled in the examination
matrix prepared by the Registrar, unless the Dean of the Faculty has approved a change. An
alternative period for unusual examination procedures, such as an oral examination, may be used
provided the students involved do not thereby encounter conflicts with other scheduled
examinations.
Test or examinations may be offered through the 13th week of classes but must not be
employed in lieu of a final examination.
Final papers, research reports and other similar assignments, except those in lieu of a final
examination, should be due before examinations begin to help students avoid conflicts.
If a student has more than two final examinations scheduled in one day, he/she has the
right to reschedule one examination to an open date within the final examination period.
Arrangements will be made through the Dean of Student Affairs or program dean in consultation
with the faculty members involved.

Department chairs are responsible for overseeing the implementation of the final
examination policy.
GRADING
Letter Grades
The grade report is based on the following principles:
Grade A is reserved for work that is exceptional in quality, for work showing keen insight,
understanding and initiative.
Grade Bis reserved for work that is consistently superior, for work showing interest, effort
and originality.
Grade C is a respectable passing grade. A "C" average (2.00), which is required for
graduation, reflects consistent daily preparation and satisfactory completion of all work required
in the course.
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Grade D is the lowest passing grade. It is below the average necessary for meeting
graduation requirements and ordinarily is not accepted for transfer to other institutions.
Grade F is failing.
Students' cumulative grade point averages are based on a four-point scale. Letter grades
are assigned the following approximate numerical equivalents:
Grade
Grade
Grade
Grade
Grade
Grade
Grade

A
AB+
B
B-

c+
C

4.00
3.67
3.33
3.00
2.67
2.33
2.00

quality
quality
quality
quality
quality
quality
quality

pts
pts
pts
pts
pts
pts
pts

Grade
Grade
Grade
Grade
Grade
Grade
Grade

CD+
D
DF
WF
XF

1. 67 quality pts
1.33 quality pts
1.00 quality pts
.67 quality pts
O quality pts
O quality pts
O quality pts

Incomplete
To receive a grade of "Incomplete", the student must present to the Registrar an "I-Form"
bearing the signatures of the student and instructor, indicating the reason for the incomplete and
the agreed upon date for completion of the course work. This form must be submitted no later
than the last day of final examinations. Course work must be completed and a grade submitted
to the Registrar by the end of the second week of the next full term (fall or spring term).
Extensions of this deadline may be granted by the Dean of Student Affairs after consultation with
the student and the instructor. Failure to complete the course in the designated time will result
in the assignment of a grade of "F".

A mark of "I" may not be used by instructors to indicate that work in unfinished or that
a grade has been withheld. If an "I-Form" has not been submitted, a grade must be issued based
on the materials turned in by the student up to that point.

Credit/No Credit
Students must notify the Registrar's Office in writing no later than two weeks after the
beginning of the fall or spring term, and one week after the beginning of winter term, that they
wish to take a course on a credit basis rather than for a grade. Courses in the major field, except
internships, and courses used to fulfill general education requirements may not be taken on a
credit basis. No more than one course per term may be so designated, and a maximum of four
such courses may count for graduation. A winter term course taken on a credit basis is not
counted against the four course maximum, provided it is an elective or an internship. A
student may not subsequently receive a grade for a course after electing to take it on a credit
basis. Students who earn a C- or better in a course taken for credit receive a mark of "CR" and
the appropriate number of course units. Students earning less than a C- receive a mark of "NC".
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In either case the grade point average is not affected.
Instructors may offer a course (e.g. off-campus travel course) on a Credit/No Credit basis
subject to the approval of the Academic Affairs Committee. Students may, in some cases,
contract for a letter grade in a course that is offered Credit/No Credit. The instructor must state
in writing, in advance of the course, the criteria upon which the letter grade will be based.
GRADE APPEALS

A student who wishes to appeal a grade will first consult with the instructor to determine
whether an error has been made, or the instructor wishes to reconsider the grade and submit a
grade change request to the Dean of the Faculty.
If the student is dissatisfied with the results of that consultation and wishes to pursue the
matter further, he/she will then meet with the chair of the department. The chair acts as a
mediator to attempt to resolve any disagreements, and will consult with the instructor about the
grading process. Only the course instructor has the authority to change the grade at this point.
(Should the instructor be the chair of the department, the Dean of the College will serve as
mediator.) Further appeals beyond the chair of the department will be allowed only under
special circumstances:

o

The final grade was affected by a student's opinion or conduct in matters unrelated
to academic standards, or by a student organizational affiliations.

o

There is clear evidence of bias based upon race, color, religion, sex, sexual
preference, national origin, age, disability, or military service.

o

The faculty member has violated his or her own stated policies or College policies.

A student may then appeal to the Academic Affairs Committee by submitting a letter
describing the situation to the Dean of Student Affairs. This appeal must be made within one
year of the conclusion of the course. The Dean of Student Affairs will then request from the
department chair a written account of the mediation process described above and its results, if
any. The Dean of the College may request any other appropriate documentation. The Dean of
the College then submits all documents related to the case to the Academic Affairs Committee.
The Academic Affairs Committee will then consider the case after its members determine
by vote that the faulty member acted in a capricious or prejudicial fashion which had a severe
or substantial effect on the student's final grade. The Committee will not base a recommendation
for action on perceived or actual individual differences in grading policies or standards which
are not in violation of College policies.
After the Academic Affairs Committee determines by two thirds vote of its full-time faculty
members that action is appropriate, the Committee will normally request that the departmental
BH 11

evaluation committee of the faculty member (or other body with appropriate expertise, selected
with the consent of the Dean of the Faculty) in question determine a new grade. The Academic
Affairs Committee then recommends, by two thirds vote, a change in grade to the Dean of the
Faculty. Should any member of the Committee be party to an appeal, he/she must absent
him/herself from all discussions of the case and the Executive Committee of the Senate will name
an alternate.
The Dean of the Faculty shall receive the recommendation of the Academic Affairs
Committee, review all documents and make additional inquiries if necessary before reaching a
decision. After such review the decision of the Dean of the Faculty is final.
ACADEMIC PROBATION AND DISMISSAL
Academic probation is intended to give the student opportunity and encouragement to
achieve and maintain good academic standing.
Because a cumulative average of 2.0 (C) is a requirement for graduation, it is in the best
interest of the student to maintain reasonable progress toward the degree. With this in mind, and
in order to uphold the academic standards of the College, policies of academic probation and
dismissal have been established as outlined below. The winter term is included when applying
these standards.

Probation
1.

First term freshmen and first term transfer students whose term GPA is below 1.67.

2.

Second, third, and fourth year students whose cumulative average falls below 2.0.

3.

Students whose term GPA is below 2.0 for two consecutive semesters.

4.

A student who fails two or more course units in any one term.

Dismissal
Students belonging to any of the following groups are subject to dismissal from the
College:
1.

A cumulative average of less than 1.67 at the end of the first year, 1.83 after the
second year, or 2.0 after the third year;

2.

Failing two or more courses in any one term (except first term freshmen, first term
transfer students and students whose cumulative average remains above 2.0);
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3.

Failing one course in any one term while earning less than an 1.67 average in other
courses (except first term freshmen, first term transfer students and students whose
cumulative average remains above 2.0).

4.

Failure to be removed from probationary status after two consecutive terms on
academic probation.

If the student believes that there are extenuating circumstances which justify an appeal of
academic dismissal, such appeals must be made in writing to the Dean of Student Affairs who
will present them to the Academic Affairs Committee.

ACADEMIC INTEGRITY
The students and faculty of Rollins affirm the inherent value and social utility of
truthfulness and respect for the rights of other individuals as well as the rights of the community.
The students and faculty particularly affirm the value of academic honesty and accept the
responsibility to present as the result of their work only that which is genuinely theirs. Rollins
students and faculty shall neither commit nor tolerate cheating, plagiarism, or any other form of
academic dishonesty. Academic dishonesty is defined as representing another's work as one's
own, active complicity in such falsification, or violation of test conditions. Plagiarism is stealing
and using the ideas or writings of another as one's own.
The instructor's responsibility toward the prevention of academic dishonesty is to explain
to students what constitutes academic dishonesty within the particular requirements of the course.
Special attention should be given to the problem of .plagiarism. The instructor is further
responsible for ensuring that examinations are administered in a fashion that will discourage
cheating or other forms of academic dishonesty.
In all cases of suspected academic dishonesty, the College follows the procedures outlined
below in order to ensure due process.
1.

The instructor deals with academic dishonesty by informing the student of the
infraction as expeditiously as possible by taking whatever academic punitive action
the instructor may deem appropriate. The instructor informs the Dean of Student
Affairs of the infraction and the penalty by letter, a copy of which is sent to the
student. The Dean of Student Affairs informs the student of the right to appeal to ·
the Dean of Student Affairs. An appeal should normally be made within one
working week of notification by the instructor.

2.

If the student appeals the instructor's action, the Dean of Student Affairs takes
testimony from the instructor, the student and all appropriate witnesses, including
those named by the student. The Dean of Student Affairs ruling is final with respect
to innocence or guilt. The Dean of Student Affairs does not have the power to
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assign a grade for either the work in question or the course. In the event of a verdict
of guilty, the instructor determines the penalty within the course. The Dean of
Student Affairs determines whether any additional punitive action is appropriate. In
the event of a verdict of innocent, the instructor reevaluates the work in question and
removes the effect of any penalty.
3.

Any student who commits two infractions involving academic dishonesty is subject
to suspension or dismissal from the College.

C. FACULTY POLICIES AND PROCEDURES

The following policies and procedures apply to all full-time and part-time instructors in all
undergraduate and graduate credit bearing programs in Arts and Sciences.
PERSONAL RECORD

All full-time and part-time instructors shall make avaiiable to the Department Chair a
complete record of their professional preparation and achievements, including official transcripts,
research and original works, book reviews, critiques and articles published, music composed or
arranged, paintings or drawings produced and public performances of all types. Reprints of
publications should be filed. This record will be brought up to date each year.
ABSENCE FROM CAMPUS

Instructors shall notify the department chair and the Dean of the Faculty when they plan
to be absent from the campus or when absence is unexpectedly necessary. This provision
applies in case of illness or any absence involving more than one class. When possible,
arrangements to cover classes should be made in advance.
OUTSIDE AND OVERLOAD EMPLOYMENT

The college expects appointment to the faculty to be full time employment, and therefore
expects each faculty member to give his or her Rollins responsibilities primary attention.
Consulting is an appropriate form of professional activity and may be a form of professional
development. Consulting responsibilities should be cleared with the appropriate Dean or
Director. (Some faculties have more specific policies). Teaching for other institutions should
be cleared with the appropriate Dean or Director. Normally, overload teaching at Rollins is
limited to one course per term.
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Overload and Adjunct Pay

The Overload and Adjunct Pay rates for faculty, as of September 1, 1992, are as follows:
Adjunct
Base Compensation

0-9
Semesters

+

10 or more
Semesters +

$1,400
$1,600
$1,800
$2,000

Bachelor's
Master's
A.B.D.
Ph.D/Ed.D/LLD

$1,600
$1,800
$2,000
$2,200

Overload (For full time faculty)
Instructor
Assistant
Associate
Professor

$1,800
$2,000
$2,200
$2,400

TEACHING LOAD

The normal teaching load per academic year for a full time faculty member is seven credit
units, usually distributed through fall, winter, and spring terms in the ratio 3: 1:3.
Faculty Teaching Load

The faculty teaching load is calculated using the procedure below. All teaching in any
Rollins program, including day, graduate programs, Holt, Crummer and Brevard, (with the
exception of independent studies, which will be compensated on an individual basis), is included
in this load accounting system. Departments are permitted to establish alternative accounting
policies, which must be approved by the Committee on Professional Standards.

1.

List all courses in descending order of enrollment

2.

Determine the CU and WCU value of each course. The credit unit (CU) value of
a course is the credit unit value as published in the catalog at the time the course is
taught. The weighted credit unit (WCU) value is the CU value multiplied by the
number of students enrolled at the end of the drop-add period, divided by 25. The
maximum number of students in a single class, for purposes of calculating the WCU,
is 50 and any enrollment above 50 will be counted as 50 in this calculation.
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3.

Assign the larger of the CU and WCU values to each course.

4.

Sum the teaching load values (as determined in 3) of each course using the course
sequence determined in 1. If the sum exceeds the contract load, the overload value
is determined by the procedure below.

Overload Determination
The overload value of all courses above the contract load is counted as in 3 above if the
enrollments are at least 5. If the enrollment in a course is less than 5, the overload value is
determined by multiplying the number of students by one-fifth of the CU value. Independent
studies are counted at 0.2 CU per student, so long as the independent study meets for an average
of at least one hour per week in the fall or spring term, or three hours per week in the winter
term. In the absence of specific evidence to the contrary from the individual faculty member,
the assumption is that tutorial and research types of independent study meet these criteria, while
internships do not. The sum of the overload values of all courses above the contract load and
independent studies is the overload value.

Overload Compensation
Overload courses contracted in the graduate programs, in Holt, and Crummer (i.e. those
not designated as part of the regular 3: 1: 3 load) are counted as separate for overload
compensation. Otherwise, the overload for compensation is determined by rounding the overload
value down to the nearest 0.5 CU. A maximum of 1.5 CU of overload per term (including
courses in the graduate programs of Holt and Crummer) will be compensated. A faculty member
has the choice of receiving financial compensation for the overload during the term when it is
taught, or "banking" the overload and taking released time equivalent to the overload at some
later date. A faculty member may withdraw up to 1.5 CU of banked released time per term.
The records of the "bank" are maintained by the Office of the Dean of the Faculty. Full
time instructors (including teaching fellows) are permitted to teach in other Rollins undergraduate
and graduate programs. Such participation, when requested by the dean or director of one of
these programs, is to be limited to one course per term, unless the faculty member's
appointment, tenure or promotion is never contingent upon his or her willingness to teach more
than a normal teaching load. It is a responsibility of the department chair to submit the course
schedule for each term; therefore, consideration of teaching load for a faculty member should
be discussed initially at this level. The Dean of the Faculty has the right to approve or
disapprove any overload teaching under his or her curricular jurisdiction.
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With the approval of the Dean of the Faculty, the normal seven course teaching load may
be reduced, provided the department concerned is properly staffed. Such consideration will be
given to a faculty member for:
1.

Special activities such as theatrical, musical and athletic presentations;

2.

Approved research or administrative work important to the academic welfare of the
College, and

3.

Serving as an officer of the faculty.

WINTER TERM
Winter Tenn Policy

A faculty member whose winter term course has insufficient enrollment will normally be
expected to teach an .overload of 1 CU before the next winter term.
COURSE SYLLABI

Instructors are expected to develop course outlines which explain course objectives,
requirements, methods of evaluation and attendance and grading policies. At the beginning of
each term, instructors are required to send copies of their course syllabi to the Office of the Dean
of the Faculty where they are kept on file and are available for review. Departments and
programs must also keep files of the syllabi of their own courses for three years.
NEW COURSE APPROVAL

New courses proposed for fall or spring term should be described in detail on a "New
Course Approval" form available in the Office of the Registrar. After initial departmental
approval, the Academic Affairs Committee reviews all new course proposals and makes
recommendations to the department and the Dean of the Faculty. Courses to be approved for
a given academic year must be submitted no later than March of the preceding academic year.
GOVERNANCE

The Faculty of Arts and Sciences delegates certain of its responsibilities to the Senate and
its standing committees. Faculty are expected to participate in the governance of the College and
to attend faculty meetings.
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PROFESSIONAL DEVELOPMENT
Institutional Support for Faculty Projects
Full time faculty in the Arts and Sciences divisions are eligible to apply each year for three
types of grants for professional development: Individual Development Grants, Course
Development Grants, and Faculty Research Grants. Applications are received and reviewed by
the Professional Standards Committee, and awards are determined in consultation with the Dean
of the Faculty.
Individual Development Grants
These awards to encourage faculty professional development are granted on a competitive
basis and are generally for amounts less than $750.00. The award may be applied to travel,
tuition, or other expenses involved in development activity. Although there is not necessarily
an expectation of publication resulting from such professional development projects, it is
expected that Rollins College will benefit, for example, by improvements in the faculty
member's teaching. Examples of projects funded by such grants include participation in
workshops or purchase of minor equipment. Proposals should be submitted to the Professional
Standards Committee or to the Dean of the Faculty. Proposals may be submitted at any time;
however, requests for support for summer projects should be submitted in early spring for review
by the Professional Standards Committee.
Course Development Grants
These grants are designed to encourage the development and preparation of new courses
which are cross-disciplinary or exceptionally innovative. Proposals are to be submitted to the
Professional Standards Committee and to the Dean of the Faculty.
Faculty Research Grants
The Jack B. Critchfield Research Fund supports faculty scholarship. Research grants are
awarded on a competitive basis, and it is anticipated that the results of this research will lead to
a publication, performance, an exhibit, or the presentation of a paper at a professional meeting.
Proposals must be submitted to the Professional Standards Committee.
The Ashforth Fund supports faculty professional development and research in England and
Scotland. Proposals must be submitted to the Professional Standards Committee.
Travel to Professional Meetings
Faculty travel funds are administered through the offices of the appropriate deans/directors.
Their purpose is to further the professional development of faculty members by providing
assistance to attend and participate in professional meetings. A faculty member seeking funds
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in advance should file an "Advanced Prepaid Expense Request" form at least two weeks prior
to that travel.
Faculty may be asked to predict their travel for the coming year in order to ensure the
equitable allocation of available funds. After consultation with the Professional Standards
Committee, the appropriate dean/director may apply restrictions to travel.
Guidelines for Faculty Travel Funds

All faculty are eligible for institutional support for attendance at professional meetings
according to the criteria listed below. Standard allowance is $93.00 per diem for up to three
days, plus the registration fee.
1.

Faculty who attend only one meeting in the year without participating will receive
80% of the travel and 80% per diem.

2.

Faculty who participate in at least one meeting will receive 100% travel and per
.diem for one meeting, and 80% travel and per diem for the other.

The cap per person for the year is $1200. Where an international trip is involved, the cap
per person is $1500. One may petition the Dean of the Faculty for exceptions to the per diem
limitations.
"Participation" in the above guidelines is defined as: presenting a paper or performance,
responding to a paper or speaker, serving on a panel, serving as an officer of the professional
association (including program or membership chairperson), and presenting a formal report.
Evidence of participation shall be the submission of a copy of the relevant section of a printed
program to the appropriate administrator.
STATEMENT OF POLICY ON GRANTING OF TENURE

Tenure is a prerogative of the Board of Trustees. Tenure is the right to regular annual
reappointment subject to the conditions of employment and assignments in effect each year.
Tenure may be granted to faculty within the guidelines and time limits stated in the
appropriate publications of the American Association of University Professors, and according to
the College Bylaws.
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ROLLINS COLLEGE
BYLAWS OF THE
FACULTY OF ARTS AND SCIENCES

ARTICLE I
GENERAL GOVERNANCE
Section 1

These Bylaws define the governance system for the Faculty of Arts and Sciences of Rollins
College. The Trustees of the College (Trustee Bylaws, Article IV) grant the faculty the right to "adopt
for its own government such principles and bylaws as shall seem desirable to promote efficiency and
facilitate work." All such principles and bylaws are subject to the rules, regulations and requirements
of the Board of Trustees, the provisions of the Charter of Rollins College, and the laws of the state of
Florida.
Section 2

The standards set forth by the American Association of University Professors as published in
AAUP Policy Documents and Reports, 1990 (or most recent) edition, when not in conflict with the
College Charter, Trustee Bylaws and these Bylaws, shall be binding on matters of academic freedom,
appointments, tenure, faculty responsibility and accountability.

ARTICLE II
MEMBERSHIP, RESPONSIBILITIES, AND SUFFRAGE
Section 1. Faculty Membership

The Rollins Trustees (Trustee Bylaws, Article IV) define the Faculty of Rollins College as
consisting of "the President, the professors and such other employees as may from time to time be
designated by the Board of Trustees."
Section 2. Responsibilities of the Faculty

Among other responsibilities, Rollins College (Trustee Bylaws, Article IV) entrusts the Faculty
of Rollins College "with all matters pertaining to the order, instruction, discipline and curriculum of the
College," and with "immediate government and discipline of the students," subject to the rules,
regulations and requirements of the Board of Trustees.
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Section 3. Voting Membership of the Faculty of Arts and Sciences
The following have the privilege of both voice and vote in meetings of the Faculty of Arts and
Sciences of Rollins College: the President of Rollins College, all those holding full time positions as
lecturers, instructors, assistant professors, associate professors, and professors, who are appointed either
to academic departments of the College, to the Brevard campus, to the Hamilton Holt School, or to the
Library and whose primary responsibility is to teach in the College of Arts and Sciences; Arts and
Sciences administrators with faculty rank or holding tenure at Rollins College; Directors, Librarians and
Department Chairs with faculty rank.

Section 4. Attendance and Participation by Non-Members
All meetings of the Faculty of Arts and Sciences, its governance committees, and the Senate shall
be open to observation by any employee or student of the College, provided, however, such open
observation shall not apply in grievance considerations, including hearing on that subject. The right of
a non-member to speak at meetings of the Arts and Sciences Faculty or the Senate shall ordinarily be
granted by the President of the Arts and Sciences Faculty or the chair of the committee. A non-member
shall ordinarily be limited to a combined total of five minutes in which to speak. Exceptions to the
practice of open meetings or to the limit of a combined total of five minutes of speaking time for a nonmember shall require a vote of the members of the committee, Senate or Faculty.

ARTICLE ID
OFFICERS OF THE FACULTY OF ARTS AND SCIENCES
Section 1. The President of the Faculty of Arts and Sciences
The Arts and Sciences Faculty shall elect a President who shall serve as its Executive Officer.
The President of the Arts and Sciences Faculty shall call and preside at meetings of the Arts and
Sciences Faculty, the Senate and the Executive Committee of the Senate and shall call for the initial
meetings of the Standing Committees. The President of the Faculty of Arts and Sciences represents the
Arts and Sciences Faculty to the Administration and to the Board of Trustees, serves on the Executive
Council of the Rollins College Faculty and shall be a tenured member of the Arts and Sciences Faculty.
The President of the Faculty receives one course released time each year of service.

Section 2. The Vice President/Secretary of the Faculty of Arts and Sciences
The Senate shall elect from its membership the Vice President/Secretary of the Faculty of Arts and
Sciences, who shall also serve as Secretary of the Senate. The Vice President/Secretary of the Faculty
of Arts and Sciences shall be a tenured member of the Arts and Sciences Faculty and shall compile and
distribute the agendas and minutes of meetings of the Arts and Sciences Faculty, the Senate and the
Executive Committee of the Senate. In the absence of the President of the Faculty of Arts and Sciences,
the Vice President/Secretary shall preside over Arts and Sciences Faculty meetings and meetings of the
Senate and Executive Committee.
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Section 3. Terms of Office
The term of office of the President of the Faculty of Arts and Sciences shall be for two years,
normally beginning on June I. The President of the Faculty may not serve consecutive terms. The
Term of office of the Vice President/Secretary of the Faculty of Arts and Sciences shall be for one year.

Section 4. Election of the President of the Faculty Arts and Sciences
The Executive Committee of the Senate shall nominate at least two candidates for the office of
President of the Faculty of Arts and Sciences, and shall publish the slate at least ten days prior to the
election meeting. The election of the President of the Faculty of Arts and Sciences shall be from this
list of nominees and from any additional nominations made from the floor of the faculty meeting. All
nominations require the prior consent of the nominee.

Section 5. Recall
The President of the Faculty of Arts and Sciences may be recalled at a regular or special meeting
of the faculty by a two-thirds vote of the faculty present and voting in quorum as defined in Article IV,
Section 4 of these Bylaws.

Section 6. Unexpired Terms of Office
Should a vacancy occur, the position of President of the Faculty of Arts and Sciences shall be
filled for the unexpired term by faculty election, as defined in Section 4 of Article III of these Bylaws.
The Executive Committee of the Senate shall prepare nominations for a special meeting of the College
Faculty to achieve this end.

ARTICLE IV
MEETINGS OF THE FACULTY OF ARTS AND SCIENCES

Section 1. Regular Meetings
The Arts and Sciences Faculty shall normally meet during the Spring Semester each year to elect
a President (if necessary) and to elect at-large faculty representatives for the four Arts and Sciences
Standing Committees and to the Senate.

Section 2. Special Meetings
The Arts and Sciences Faculty shall meet as needed to vote on administrative appointments to the
positions of President of Rollins College, Vice President for Academic Affairs and Provost, the Dean
of the Faculty, the Dean of the College, the. Dean of Admissions and Student Financial Planning, the
Dean of the Hamilton Holt School, and the Dean of Knowles Memorial Chapel. The Faculty shall meet
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as needed to receive and review reports of the Senate, of the President of the Faculty of Arts and
Sciences, or of the Administration, to review Senate or Administrative policy decisions (see Article IV,
Section 5), or for any other purpose deemed necessary by the President of the Faculty of Arts and
Sciences.

Section 3. Calling of Meetings
The primary authority to convene faculty meetings resides in the President of the Faculty of Arts
and Sciences.
Upon presentation to the President of the Faculty of Arts and Sciences or to the
Executive Committee of the Senate of a petition requesting a special meeting of the Arts and Sciences
Faculty, and that it is signed by one third of the faculty members required for a quorum, or one-third
of the student body of Arts and Sciences, the Brevard Campus or the Hamilton Holt School, the
President of the Faculty of Arts and Sciences or the Executive Committee shall call the requested
meeting. The meeting normally shall take place within seven work days of receipt of the petition.

Section 4. Quorum
The quorum for regular or special faculty meetings shall consist of one third of the voting
membership of the faculty on campus (including Winter Park and Brevard) that term. The Dean of the
Faculty of Arts and Sciences shall supply this number to the President of the Faculty of Arts and
Sciences at the beginning of each regular or special meeting.

Section 5. Petitions of Review
Upon presentation to the President of the Faculty of Arts and Sciences of a Petition of Review
signed by one third of the faculty members required for a quorum or one third of the student body of
Arts and Sciences, the Brevard campus, or the Hamilton Holt School, any decision by the Senate that
changes the letter or spirit of College Policy must be submitted for review to a meeting of the Faculty
of Arts and Sciences. Any student or faculty member may initiate such a petition. Notice of the
petition and its contents shall be distributed to the Faculty seven days prior to the meeting. If the Arts
and Sciences Faculty votes to oppose such a decision, the decision is overturned.

Upon presentation to the President of the Faculty of Arts and Sciences of a Petition of Review
signed by one third of the faculty members required for a quorum or one third of the student body of
Arts and Sciences, the Brevard Campus or the Hamilton Holt School, any decision of the College
Administration which changes the letter or spirit of College policy must be submitted for review to a
meeting of the Faculty of Arts and Sciences. Any student or faculty member may initiate such a
petition. Notice of the petition and its contents shall be distributed to the Arts and Sciences Faculty
seven days prior to the meeting. If the Faculty votes to oppose such a decision, the President of Rollins
College shall resolve the issue.
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Section 6. Rules to Order
Robert's Rules of Order, when not in conflict with these Bylaws, shall be used as authority for
the conduct of meetings of the Arts and Sciences Faculty. The Faculty shall be served by a
Parliamentarian, who shall be appointed for a two year term by the Executive Committee of the S~nate
from among the voting membership of the Arts and Sciences Faculty. The records of the Faculty's
deliberations and minutes shall be open for inspection.

ARTICLE V
GOVERNANCE STRUCTURE
Section 1. Governance Structure
The Arts and Sciences Faculty has delegated certain of its responsibilities to a Senate, an Executive
Committee of the Senate and to four Standing Committees of the Senate. These bodies shall act on
behalf of and report to the Arts and Sciences Faculty. The normal legislative process is from Committee
to Executive Committee to the Senate. Service on standing committees or in the College Senate is a
professional duty of any faculty member selected.

Section 2. Elections
At-large faculty representatives shall be elected to the Senate and to the Standing Committees at
the regular faculty meetings in February. The Executive Committee of the Senate prepares at-large
nominations and publishes the slate at least ten days prior to election, but additional nominations may
be tendered from the floor. Divisional representatives to the Senate and to all committees with
Divisional representation shall be nominated and elected from within the Divisions during the month of
February, under procedures agreed upon by the members of the respective divisions. All nominations
require prior consent.

Section 3. Vacancies
Should unforseen at-large vacancies occur, the Executive Committee of the Senate nominates a
replacement at least ten days prior to approval by the Arts and Sciences Faculty. Such elections may
be accomplished by mailed ballot or during a special meeting of the Faculty. Should unforseen
divisional vacancies occur, replacements shall be nominated and elected from within the divisions under
procedures agreed upon by the members of the respective divisions. A majority of the Senate may
require a member to resign in the event of gross neglect of duties. A majority of the electoral unit
represented by any faculty committee member or any senate member may recall the representative at
any time.
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Section 4. Procedures
The Arts and Sciences Division and their constituent units are:
Expressive Arts - Art, Library, Music, Physical Education, Theater Arts and Dance
Humanities - English, Foreign Languages, Philosophy and Religion
Science and Mathematics - Biology, chemistry, Computer Science, Environmental Science,
Mathematics, Physics
Social Sciences - Anthropology, Applied Quantitative Systems, Economics, Education and
Human Development, History, Organizational Communications, Politics, Psychology,
Sociology
The Brevard Faculty associates by discipline within these divisions.
Unless otherwise specified in these Bylaws, each faculty representative normally shall be elected
for a two year term of office which shall begin in September. Terms of office shall be staggered.
At its first annual meeting, the Senate shall elect a Vice-President/Secretary of the Arts and
Sciences Faculty, who shall also serve as the Secretary of the Senate. The standing committees shall
elect a Chair and Recording Secretary from the faculty membership of their respective committees at
their first meeting. The secretaries shall keep the minutes of each meeting.
The President of the Faculty of Arts and Sciences, the Vice-President/Secretary of the Arts and
Sciences Faculty (who also serves as Secretary of the Senate), and the Chair of each standing committee
shall be tenured faculty members. No faculty member shall serve more than two consecutive terms of
any standing committee nor in the Senate. With the exception of the President of the Faculty, the VicePresident/Secretary of the Faculty, and the Chairs of Standing Committees, no Arts and Sciences faculty
member shall serve concurrently on two standing committees, nor on one standing committee and the
Senate.
The Chairs of the Standing Committees and the President of the Arts and Sciences Faculty shall
serve as Arts and Sciences representatives on the Executive Council of the Faculty of Rollins College.
All standing committees shall normally meet each month during the academic year. Committee
Chairs also serve as members of both the Senate and the Executive Committee (see Article VI, Section
1). When unable to attend meetings of these bodies, Committee Chairs shall delegate a member of their
committee to represent them.
The Chairs of Standing Committees will report the activities of their committees to each meeting
of the College Senate, and are responsible for communicating the agendas, concerns and work of their
committees to the appropriate administrators in a timely and systematic fashion.
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Student members of Standing Committees and the Senate will be chosen by the Student
Government Association. Staff representatives for these bodies shall be elected by the Staff of the
College. Upon selection, these representatives shall meet as a non-policy-making task force for their
own communication; for conversations with the Staff Advisory Committee on a quarterly basis; and
to conduct the election of staff representatives to the Senate, the Student Life Committee, and the
Finance and Service Committee.
ARTICLE VI
THE ARTS AND SCIENCES SENATE AND EXECUTIVE COMMITTEE

The Senate
Section 1. Membership
The voting membership (25) of the Senate shall consist of the President of the Faculty of Arts and
Sciences, the President of the Student Government Association, the Chairs of the four standing
committees, five faculty elected at large by the full faculty's voting membership, four tenured faculty
divisional representatives elected form within the division that they represent, eight student members and
two staff members. The non-voting membership (11) of the Senate shall consist of the President, the
Vice-Presidents, the Dean of Student Affairs, and a representative from the Roy E. Crummer Graduate
School of Business.

Section 2. Term of Office
Elected faculty members of the Senate normally serve two year terms. Terms shall be staggered
so that approximately one-half of the membership changes each year.

Section 3. Responsibilities and Duties
The Senate establishes policies for the College of Arts and Sciences by approving or disapproving
the policy recommendations submitted to it by the Executive Committee from the Standing Committees.
The Senate accepts, amends, or rejects policy decisions by a majority vote.
All motions submitted to the Senate shall receive two readings. During the first reading, the
rationale for the motion shall be presented. The motion and the rationale shall then be published for
the entire College of Arts and Sciences before the second reading. Any substantive amendments to
submitted motions must be submitted to all members of the Senate five days prior to a second reading.
In all cases, two weeks must elapse between the first reading and the Senate's final disposition of that
motion.
The Senate normally meets each month during the academic year, and its minutes shall be
published and distributed to the entire College community in a timely manner.
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The Executive Committee of the Senate
Section 1. Membership
The voting membership of the Executive Committee of the Senate shall consist of the President
of the Faculty of Arts and Sciences, the Vice President/Secretary of the Faculty of Arts and Sciences,
the President of the Student Government Association, and the four chairs of the standing committees.
The non-voting membership shall consist of the President and the Provost of the College.

Section 2. Responsibilities and Duties
The Executive Committee convenes and sets the agenda for Arts and Sciences Faculty and Senate
meetings, refers business to the appropriate committees, reviews proposed committee legislation, brings
such legislation to the Senate or returns it to committee, interprets the authority of standing committees
as set forth in the Bylaws, prepares at-large faculty nominations to fill senate and committee vacancies,
interprets these Bylaws, reviews them annually, proposes any changes in them to the Arts and Sciences
Faculty and acts for the Senate and for the Faculty when a quorum of either of these bodies cannot be
assembled. Minutes of the Executive Committee shall be published and distributed to the entire College
community in a timely fashion.

ARTICLE VII
STANDING COMMITTEES OF TIIE SENATE
Section 1. The Academic Affairs Committee
Responsibilities. The Academic Affairs Committee shall have primary authority in all policy
matters concerning curriculum, student academic standards and honors, academic advising, continuing
and graduate education programs of the College of Arts and Sciences, the Library and Media Services,
and in all matters pertaining to academic schedules and calendars. In October of each year, the
committee shall issue an advisory statement to the appropriate deans on the appointment and replacement
of members of the faculty.
Membership. Membership of the Academic Affairs Committee shall consist of eight voting
members of the faculty (four at large and four divisional, the latter of whom shall be selected from
within the division they represent), and four students chosen by the Student Government Association.

Section 2. The Professional Standards Committee
Responsibilities. The Professional Standards Committee have primary authority and responsibility
in all policy matters dealing with the criteria and procedures for professional evaluation, professional
leave, research and professional development for the faculty of the College of Arts and Sciences. The
Committee advises the President and Vice Presidents on the administrative structure of the College of
Arts and Sciences, including the creation and elimination of administrative positions and the
appointment, evaluation and professional development of administrators.
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Membership. Membership of the Professional Standards Committee shall consist of eight voting
members of the faculty (four at large and four divisional, the latter of whom shall be elected from within
the division they represent) and two students chosen by the Student Government Association.

Section 3. The Student Life Committee
Responsibilities. The Student Life Committee recommends policies and priorities with regard to
student life to the Senate, and advises the Administration concerning the implementation of such policies.
Student Life concerns include, but are not restricted to, issues related to student housing, student
services, student activities and organizations, student conduct and standards, recreation and intercollegiate athletics.
Membership. The membership of the Student Life Committee shall consist of six voting members
of the faculty, two members of the professional staff elected by the members of the staff, and five
students selected by the Student Government Association.

Section 4. The Finance and Service Committee
Responsibilities. The Finance and Service Committee consults with the Administration and serves
as advocate on issues related to finance and general services of the College of Arts and Sciences. Such
concerns include, but are not restricted to issues related to budget, salary and benefits, student financial
planning, tuition and fees, physical plant, campus safety, bookstore, food service and personnel.
Membership. Membership to the Finance and Service Committee consists of six voting members
of the faculty, two staff members elected by members of the staff and three student representatives
chosen by the Student Government Association.

Section 5. Authority
All committee recommendations become policy when approved by the College Senate, subject to
the terms of Article I and Article II, Section 2 of these Bylaws.

All policies shall be implemented by the appropriate administrators of Rollins College.
When policies and their implications are unclear, administrators will be guided by the advice of
the appropriate committee.
Standing committees seeking clarification of policy implementation shall confer directly with the
appropriate administrator.
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ARTICLE vm
FACULTY EVALUATIONS
FACULTY APPOINTMENTS
All faculty appointments shall be made by the President upon recommendation of the Provost and
the appropriate Dean(s) or Director(s). All tenure-track appointments shall be made as the result of
national searches. The department to which the candidate will be appointed will usually conduct the
search, though a special search committee may be established where appropriate. Each search committee
shall have one faculty member from outside the department who will be appointed by the appropriate
Dean(s) or Director(s) in consultation with the Department. The appointee will be a voting member of
the search committee. The recruitment and selection of candidates for faculty appointments will conform
with the Equal ~mployment Opportunity and Affirmative Action Policies of the College.
The Dean(s) or Director(s) shall not recommend the appointment of anyone of whom a majority
of the tenured and tenure track members of the appointee's department disapproves. If a new
appointment must be made when a majority of the members of the department cannot be consulted, the
Dean(s) or Director(s) may recommend no more than a one year term appointment.
CRITERIA FOR FACULTY EVALUATION
Section 1. General Criteria
Rollins values teaching excellence above all. We see scholarship as concomitant to good teaching,
and expect candidates for tenure and promotion to demonstrate scholarly interests and give evidence of
an active scholarly life, as demonstrated through written or oral public presentations and performances
that can be evaluated by peers inside and outside the college community.
We expect candidates to make a case for tenure and promotion. Tenure and promotion represent
a recognition by the college community that a faculty member has met our standards for membership
and achievement.
The following information is taken into account when evaluating a candidate for reappointment,
tenure or promotion.
Teachin2. Rollins College expects the candidate to demonstrate both high competence in his/her
field(s) and the ability to convey knowledge of his/her field to students. While we recognize the
legitimacy of a wide variety of teaching methods, the candidate must be able to organize coherent and
useful courses, stimulate student thought, challenge student assumptions and establish a realistic but
demanding set of expectations. Means of evaluation in this area include: course evaluations, classroom
visits, course syllabi, and writing or conversations with colleagues that demonstrate the candidate's
intellectual ability, and communication skills. We believe the candidate must demonstrate excellence
as a teacher to deserve tenure or promotion.
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Research and Scholarship. We expect the candidate to demonstrate scholarly accomplishment,
as well as ongoing intellectual activity directed toward making a contribution to his or her fields(s)
and/or toward the extension or deepening of intellectual competence. We recognize the value not only
of scholarship in a particular academic discipline, but on inter-disciplinary efforts and pedagogical
research as well. Accomplishment in this area may be demonstrated by scholarly writings submitted for
review by one's peers, presentation of papers at professional meetings, participation in scholarly
activities such as seminars in which written scholarly work is required, service as a referee or reviewer
for professional journals and/or publishers, invited lectures and performances, the receipt of grants or
fellowships from which scholarly writing is expected, public performance, or the publication of journal
articles or books. These activities must represent a pattern of professional development, suggesting
intellectual and scholarly life that will continue after the awarding of tenure or promotion.
These requirements are the same for tenure and promotion, except that the College has higher
expectations for candidates for professor. Given the time that elapses before a candidate can apply for
promotion to professor, he or she must be able to demonstrate a stronger record of scholarly
accomplishment to deserve promotion.

Colle2e Service. We expect every faculty member to make a contribution to the college
community beyond the classroom and beyond his or her research efforts. Since the quality of students'
education depends on the college's ability to address their individual academic needs, we expect all
faculty to be available and receptive to students. This does not mean that faculty must be in their offices
at student demand, but that they must be there frequently and regularly enough for students to consult
with them on a reasonable basis. Similarly, just as the quality of a student's education requires effective
classroom teaching, so it depends on good advising regarding their overall courses of study.
Consequently, we expect the candidate to share equally in the college and department advising load.
Contribution to the college community should include, for example, such services as: participation in
college committees, involvement in student activities, effectiveness and cooperation in departmental and
inter-departmental programs, active and effective participation in the cultural and intellectual life of the
college, and service in the outside community that is beneficial to the college or that, in the spirit of the
liberal arts tradition, enhances the quality of life in the community outside the college.
Service to the college can take many forms, and Rollins takes pride in the variety of contributions
made by individual faculty members. We expect every faculty member, however, to adhere to
professional standards, as well as to demonstrate the commitment to rational dialogue that is required
for cooperative relations between colleagues and the promotion of knowledge and understanding among
students. To receive tenure or promotion, the candidate must demonstrate that he or she has contributed,
and will continue to contribute to the college's educational mission in spirit as well as substance.

Departmental Definitions of Criteria. Each department, with the concurrence of the Faculty
Evaluation Committee, shall determine how the above criteria shall be defined and applied for faculty
evaluations in particular academic disciplines.
Professional Assessment Statement. At the time of evaluation, each candidate is expected to
make a written statement of his or her activities since his/her last evaluation. All relevant professional
activities are addressed, e.g teaching, research and college service. The statement includes the
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candidate's assessment of his or her successes and failures, as well as a plan for future development.
In the area of scholarly research, the College is particularly interested in knowing:
•

how well the candidate has developed professionally beyond the level of the terminal degree,

•

how the candidate's research interests and professional activities constitute a coherent path
of development, and

•

how the candidate's research interests are connected to his or her activities as a classroom
teacher.

Since each candidate's application is judged by colleagues from the general college community,
as well as those from his or her particular academic discipline, the Professional Assessment Statement
plays a critical role in making determinations about the candidate's professional competence and quality
of mind. While a faculty member has reasonable latitude for changes of professional direction, the
Professional Assessment Statement is used to make determinations about the candidate's professional
development in subsequent evaluations; and it is consulted when determinations are made about requests
for funding and released time support.

Section 2. Reappointment
Faculty appointments may be made to tenure-track or visiting positions. However, no appointment
may last beyond seven successive years without granting tenure.
Initial appointments of tenure-track faculty shall normally be for a two-year period. The normal
pattern for a full pre-tenure probationary period for a tenure-track faculty member without credit for
prior experience is three consecutive appointments of two, three, and two years respectively. However,
departments may recommend contracts of one year, two years, or three years, subject to the concurrence
of the appropriate Dean(s) or Director(s). All appointments and reappointments made during a faculty
member's probationary period are terminal appointments for not more than three years. Visiting
appointments are for not more than three years.
Reappointments shall be made by the President only with the approval of the Department
Evaluation Committee (excluding the ex officio member from the Faculty Evaluation Committee), a
majority of the tenured and tenure-track members of the department, and after review by the Provost
and the appropriate Dean(s) or Director(s). All appointments and reappointments made during a faculty
member's probationary period are terminal appointments for not more than three years. Visiting
appointments are for not more than three years.
Criteria for reappointment shall be the same as those for tenure and promotion, with the
understanding that during the probationary period, the candidate is evaluated for the promise of
excellence in teaching, scholarship, and college service.
In the case of a notice of non-reappointment for a second contract period, candidates must be
notified in writing by December 15 of the last year of the first appointment contract.
In all other cases of non-reappointment, candidates must be notified in writing by May 31 of the
academic year preceding the last contractual year.
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Section 3. Promotion
No promotion, except as provided below for instructors who receive the terminal degree, is to be
regarded as automatic, but must be earned by merit as demonstrated by all applicable activities.
Promotions in rank shall be made in accord with the general criteria of the College and the specific
criteria described below.
Promotion to Assistant Professor. For persons employed at the initial rank of instructor pending
attainment of the terminal degree, promotion to the rank of assistant professor will be automatic upon
their receiving the terminal degree, provided they meet all other criteria for reappointment.
Instructors who have not received the doctorate or the terminal degree in the appropriate field, may
be promoted to assistant professor only if the Department Evaluation Committee and the appropriate
Dean(s) or Director(s) conclude that all criteria for reappointment have been met and that the individual's continued employment is justified by exceptional conditions, such as:
•

the individual's contribution to the College has been outstanding, and

•

if applicable, progress on the terminal degree is significant enough so that this degree will
be awarded within a year.

No candidate will be promoted without the approval of a majority of the Department Evaluation
Committee. Promotions to the rank of assistant professor will go into effect September 1 following the
evaluation proceedings.
Promotion to Associate Professor. Persons holding the rank of assistant professor may be
awarded promotion to the rank of associate professor after a minimum of six years of full-time teaching
in a senior institution at the assistant professor level, of which at least four years have been at this
institution.
If the Department Evaluation Committee and the appropriate Dean(s) or Director(s) believe that

the individual's contribution to the College, professional growth and potential warrant the promotion,
then upon their recommendations and the concurrence of the Provost, the promotion may be granted.
Only in exceptional cases will promotion to the rank of associate professor be considered for individuals
not holding the terminal degree in the appropriate field and not having completed the minimum number
of years. These exceptional cases will be determined by each department in consultation with the
Faculty Evaluation Committee and the Dean(s) or Director(s).
No candidate will be promoted without the approval of the majority of the Department Evaluation
Committee. Promotions shall be made by the President upon the recommendation of the Provost. They
will go into effect September 1 following the evaluation proceedings.
Promotion to Professor. Faculty members with the terminal degree in the appropriate field
holding the rank of associate professor may be awarded promotion to professor, after a minimum of five
years full time experience in a senior institution at the rank of associate professor, of which at least three
years have been at this institution. The Board of Trustees, upon recommendation by the President, may
waive these minimum durations, but only in exceptional circumstances. These exceptions will be
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determined by each department of the College in consultation with the Faculty Evaluation Committee
and the appropriate Dean or Director.
For promotion to the rank of professor, the individual must receive the positive evaluation of a
majority of the Department Evaluation Committee and the Provost. Promotions to the rank of professor
shall be made by the Board of Trustees and upon the recommendation of the President. Promotion to
the rank of professor will go into effect September 1 following the evaluation proceedings.

PROCEDURES FOR TENURE AND PROMOTION TO PROFESSOR
Section 1. Notification of the Candidate
In April of each year, the appropriate Dean(s) or Director(s) write those faculty members eligible
for tenure review and/or promotion evaluation the following fall. Normally a candidate is eligible for
the awarding of tenure in his or her seventh year at Rollins (and as early as their fourth year at Rollins
if he or she has had previous teaching experience). Individuals with three years full-time experience
at the Assistant Professor level or higher at other institutions may be appointed to tenure after their fifth
year at Rollins. Individuals with four or more years full-time service at the Assistant Professor level
or higher at other institutions may be appointed to tenure after their fourth year at Rollins. Candidates
seeking evaluation must inform the appropriate Dean or Director in writing. The Dean or Director then
provides them with a timetable for the evaluation process and a description of the materials each
candidate must assemble for the evaluation file (the Professional Assessment Statement, course syllabi,
samples of exams and other assignments, samples of written work, and any other information the
candidate deems relevant to the evaluation). The candidate must submit these materials to the
Department Chair by June 15. The Dean or Director also notifies the Department Chair of the
candidates intention to undergo review.

Section 2. Department Evaluation Committee
Appointment. The Department Evaluation Committee consists of the Chair of the Department;
a minimum of two additional tenured members of the department who are selected by a majority of the
tenured and tenure-track members of the department, without excluding tenured members who wish to
serve; and a member of the Faculty Evaluation Committee who serves as an ex officio (non voting)
member. If two additional tenured members of the department are unavailable, non-tenured members
are appointed. If non-tenured members are unavailable, the Department Chair, with the advice of the
candidate and the approval of the Professional Standards Committee, selects tenured members from
outside the department to serve on the committee. Normally, the Chair of the Department chairs the
evaluation committee. If he or she is the subject of the evaluation, another member of the department
is selected as Chair.
Collection of Material Reguired for Review. The Department Chair has the responsibility for
collecting those materials required for the evaluation (e.g. letters from tenured members of the
department, student evaluations, letters from external evaluators) and for placing them, along with the
materials submitted by the candidate, in the candidate's file for members of the Department Evaluation
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Committee to review.
At the candidate's option, for the assessment of the candidate's scholarship, two peer evaluators
for institutions other than Rollins may be selected by the Chair of the Department and the appropriate
Dean(s) or Director(s) from a list submitted by the candidate. The Chair then contacts the peer
evaluators and requests their evaluation of the candidate's scholarship.
Review by the Department Evaluation Committee. After each member of the committee has
reviewed the candidate's file, the committee meets with the candidate to discuss the activities addressed
in the file. Issues that the committee considered relevant to the evaluation that might not have been
addressed by the candidate are also raised here. The committee then meets to approve a letter of
evaluation written on behalf of the Faculty Evaluation Committee. The letter records the vote of the
committee.
If the committee makes a positive recommendation, it gives reasons for its recommendation in the
letter of evaluation. In the cases of a recommendation against awarding tenure or promotion, the
committee gives reasons for its conclusion in the letter. This letter is kept on file by the Faculty
Evaluation Committee. No candidate is tenured or promoted without the approval of a majority of the
Department Evaluation Committee.

The candidate is given a copy of the evaluation letter, and has the opportunity to respond~ For
tenure decisions, the committee Chair sends the letter to the Faculty Evaluation Committee by September
30. For decisions on promotion to Professor, the Chair sends the letter to the Faculty Evaluation
Committee by October 15. A copy of the letter, along with the candidate's file, is sent to the
appropriate Dean(s) or Director(s) at the same time.

Section 3. Evaluation by Deans or Directors
Based on the candidate's file as well as his or her knowledge of the candidate, the appropriate
Dean(s) or Director(s) conduct separate evaluations. The Dean(s) or Director(s) may also consult with
the Department Evaluation Committee, the candidate, or any other members of the community.
The Dean(s) or Director(s) write separate letter(s) of evaluation on the candidate. For tenure
decisions, the letter is submitted to the Faculty Evaluation Committee by October 31. For decisions on
promotion to professor, the letter is submitted to the Faculty Evaluation Committee by November 15.
At these times, the candidate receives a copy of these letters, and the candidate's file is sent to the
Faculty Evaluation Committee.

Section 4. Faculty Evaluation Committee
Appointment. The Faculty Evaluation Committee consists of five tenured, full professors, serving
staggered terms of three years. These members are appointed by the Professional Standards Committee,
with some consideration to academic diversity, and ratified by the faculty. Members of the Faculty
Evaluation committee receive one course released time every year they serve on the committee.
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Access to Information. The Faculty Evaluation Committee has access to the candidate's file and
all other materials considered at other stages of the evaluation process. It is always appropriate for the
Faculty Evaluation Committee to introduce additional information that might not have been included by
the Department Evaluation Committee or the appropriate Dean or Director. The Faculty Evaluation
Committee also has the authority to call in anyone it needs for consultation, especially where there is
disagreement between parties at different stages of the evaluation process.

Review by the Faculty Evaluation Committee. The Faculty Evaluation Committee conducts its
own evaluation of each candidate for tenure or promotion. Since it is difficult to evaluate candidates
in disciplines other than one's own, review is based on the following sources: the review of the
Department Evaluation Committee, the assessment of the external evaluators (when requested by the
candidate), the evaluation of the appropriate Dean(s) or Director(s), the candidate's Professional
Assessment Statement, and the department's specifications of how College criteria for tenure and
promotion are defined, measured, and applied. The committee may also consult with the Department
Evaluation Committee, the appropriate Dean(s) or Director(s), the candidate, or any other member of
the community.

Because the department is normally the best judge of a candidate's qualification in a particular
academic discipline, no candidate is tenured or promoted without the approval of a majority of the
Department Evaluation Committee,
Upon completion of its review, the Faculty Evaluation Committee writes a letter of recommendation. For tenure decisions, this letter is submitted to the Provost by December 15. For decisions on
promotion to Professor, the letter is submitted to the Provost by March 1.
Conclusions of the Faculty Evaluation Committee. A positive recommendation by the Faculty
Evaluation Committee is forwarded to the Provost for his or her review, along with the candidate's file.

In the event of a negative evaluation by the Faculty Evaluation Committee, the Faculty Evaluation
Committee will consult with the Department Evaluation Committee on points of disagreement. If the
Faculty Evaluation Committee is still not satisfied with the arguments of the Department Evaluation
Committee, it submits its negative recommendation, along with the candidate's file, to the Provost for
his or her recommendation.
Section 5. Provost

Upon a recommendation from the Faculty Evaluation Committee, the Provost reviews the
candidate's file and makes a recommendation to the President. For tenure decisions, this letter is
submitted to the President by January 15. For decisions on promotion to Professor, the letter is
submitted to the President by April 1. In case the Provost accepts a positive recommendation of the
Departmental Evaluation Committee and recommends overturning a negative recommendation of the
Faculty Evaluation Committee, he or she submits reasons for his/her decisions in writing to the Faculty
Evaluation Committee.
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Section 6. President
Upon receiving the Provost's letter, the President makes a recommendation to the Board of
Trustees. For tenure decision, this recommendation is made at the February Board meeting. For
decisions on promotion to Professor, the recommendation is made at the May Board meeting. The
decision of the Board is communicated to the candidate in writing by the last day of February for tenure
decisions or by May 31 for decisions on promotion to Professor. In the case of a negative decision, the
candidate has until August 1 to file an appeal. Appointment to tenure will go into effect September 1
following the vote of the Board.
APPEALS ON DECISIONS OF TENURE AND PROMOTION

Section 1. Grounds
Decisions on tenure and promotion may be appealed in the event of the following charges:
discrimination on the basis of race, national origin, religion, sex, sexual preference, age or physical
handicap; procedural improprieties; or violations of academic freedom.
Section 2. Appointment of the Appeals Committee
The Appeals Committee consists of three tenured, full professors, serving staggered terms of three
years. Two of these members are appointed by the Professional Standards Committee, upon the
approval of the Faculty of Arts and Sciences and the President. The third is appointed by the Faculty
of the Crummer School, upon the approval of the President. The committee includes no members of
the Department Evaluation Committee or the Faculty Evaluation Committee.
Section 3. · Review of the Appeals Committee
A candidate appealing a tenure or promotion decision has until August 1 following the evaluation
to file an appeal. The candidate appeals to the Appeals Committee who reviews the case and decides
whether there is sufficient cause for an appeal. If the Committee finds that sufficient cause does exist,
a meeting for a full scale review is convened.
The Appeals Committee has the authority to review both the substance and procedure of a tenure
or promotion decision. It rules on the procedures of evaluation, however, not the merits of the case.
To win an appeal, the candidate must demonstrate to the satisfaction of the committee that the
evaluation process has been flawed. That is, in the absence of convincing proof to the contrary, the
Appeals Committee affirms the original decision to deny tenure or promotion.
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Section 4. Recommendations of the Appeals Committee
After reviewing the case, the Appeals Committee makes a recommendation to the President. It
may recommend upholding the decision to deny tenure or promotion, or it may recommend a new
evaluation, either by the original committee or by a newly constituted committee.
EVALUATION OF TENURED FACULTY

The Department Evaluation Committees, with the support of the appropriate Dean or Director,
are charged with the responsibilities of encouraging improved teaching and professional development
for all members of the faculty. Tenured faculty will normally be evaluated every five years. Exceptions
may be recommended by the appropriate Dean(s) or Director(s), with the approval of the Professional
Standards Committee.
While the primary purpose of continued assessment is to promote improved teaching and
professional development, it also assists tenured faculty in the identification and correction of any
deficiencies. Should the Department Evaluation Committee or the appropriate Dean(s) or Director(s)
detect deficiencies which are particularly significant, the evaluation proceedings may be initiated at any
time.
Section 1. Department Evaluation Committee

The faculty member's Professional Assessment Statement plays a primary role in these five year
evaluations. As in tenure or promotion review, the faculty member creates a file for members of the
Department Evaluation Committee to review. The committee then meets with the faculty member to
discuss the Professional Assessment Statement and writes a brief letter of evaluation in response to it,
noting points of concurrence or disagreement. This letter is sent to the appropriate Dean(s) or
Director(s) by December 15 of the evaluation year.
Section 2. Evaluations by Deans or Directors

Deans and Directors play a central role in providing on-going encouragement and support for
faculty efforts at professional development.
The Dean(s) or Director(s) meet with the faculty member separately to discuss the Professional
Assessment Statement and the letter of the Department Evaluation Committee. The Dean(s) or
Director(s) then write a brief letter of evaluation, stating points of concurrence or disagreement. The
faculty member receives a copy of this letter by December 15 of the evaluation year.
Both letters, along with the Professional Assessment Statement, are placed in a file for the faculty
member which is kept in the office(s) of the Dean(s) or Director(s). While a faculty member has a
reasonable latitude for changes of professional direction, this file is then used in decisions about released
time, requests for funding, and merit awards.
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ARTICLE IX
AMENDMENT PROCEDURE
These Bylaws, or any provisions thereof, may be abrogated or amended at any meeting of the
Faculty by vote of two-thirds of those present, assuming a quorum, provided that a notice one week
prior to the meeting shall contain a copy of the proposed amendment or amendments. The amendment
ultimately made, need not be in the exact form in which it was sent to each faculty member, but must
deal with the same subject matter.

BB 19

. 11/10/81
Article VI amended April 1985
Article VI amended November 1989

FACULTY BYLAWS
ROYE. CRUMMER GRADUATE SCHOOL OF BUSINESS

TABLE OF CONTENTS

Article

I.

General Governance

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

1

Article

II.

Faculty Membership . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

1

Article

III.

Faculty Responsibilities, Rights and Duties . . . . . . . . . . . . . . . . . .

1

Article

IV.

Meetings of Faculty . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2

Article

V.

Faculty Recruitment and Appointment . . . . . . . . . . . . . . . . . . . . . 2

Article

VI.

Faculty Evaluation

Article

VII.

Officers of Administration . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8

Article

VIII.

Administration Evaluation . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8

Article

IX.

Student Governance . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9

Article

X.

Method of Amending Bylaws . . . . . . . . . . . . . . . . . . . . . . . . . . 9

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3

FACULTY BYLAWS
ROYE. CRUMMER GRADUATE SCHOOL OF BUSINESS

ARTICLE

I.

GENERAL GOVERNANCE.

These Bylaws are established by the faculty of the Roy E. Crummer Graduate School of
Business of Rollins College. Authority to create these Bylaws is granted by the Board of Trustees
through the General Bylaws of Rollins College.

ARTICLE

II.

Section 1.

Full Time Faculty.

FACULTY MEMBERSHIP.

Any individual who has a full time appointment at the rank of Instructor, Assistant Professor,
Associate Professor, or Professor shall be a member of the faculty of the Crummer Graduate School
of Business. A faculty member has the right to attend faculty meetings, is entitled to vote on all
matters pertaining to the faculty and possesses all the usual rights and privileges accorded faculty
members.
Section 2.

The Dean.

The Dean of Crummer shall be a faculty member by virtue of his position as dean.
Section 3.

President of MBA Association.

The President of the MBA Association has the right to attend faculty meetings but does not
have the right to vote.

Section 4.

Part Time Faculty.

Adjunct and other part time faculty have the right to attend faculty meetings but do not have
the right to vote.

ARTICLE

ID.

Section 1.

Academic Programs

FACULTY RESPONSIBILITIES, RIGHTS AND DUTIES.

The faculty of Crummer Graduate School of Business shall:
A.

Prescribe the qualifications for admission to all its programs of instruction;

B.

Devise and approve a curriculum of study for each program;
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C.

Establish academic requirements for pursuit of these studies;

D.

Prescribe the requirements for graduation from its programs of instruction and shall nominate
and recommend to the Board of Trustees candidates for all degrees and for all other
diplomas to be issued upon satisfactory completion of courses of study;

E.

Fix the calendars for all its academic programs.

Section 2.

Committees.

The faculty of Crummer Graduate School of Business shall:
A.

Elect Representatives of the School to any committees of the College;

B.

Elect any committees to the School.

Section 3.

New Positions.

The faculty of Crummer Graduate School of Business shall vote on candidates for the dean
and all full time faculty positions.

ARTICLE

IV.

MEETINGS OF THE FACULTY.

Section 1.

Regular Meetings.

The faculty shall meet at least once per semester in regular session during the academic year.
The dean or his designate shall preside at all faculty meetings.
Section 2.

Special Meetings.

Additional meetings of the faculty may be called by the dean or by any other faculty member.
Section 3.

Quorum.

A quorum for any meeting of the faculty shall consist of a simple majority of the voting
faculty of the School.

ARTICLE

V.

Section 1.

Full Time Faculty.

FACULTY RECRUITMENT AND APPOINTMENT.

Full time faculty shall be recruited through a national search. After the search a pool of
candidates will be interviewed by the faculty and a recommendation forwarded to the Dean. Upon
acceptance by the Dean, the nomination shall be forwarded to the Provost. No prospective faculty
member shall be appointed who does not receive at least a majority vote of the faculty.
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Section 2.

The Dean.

Recruitment of the Dean shall follow the same process as that for full time faculty except that
the recommendation of the faculty shall be directly to the Provost. No prospective dean shall be
appointed who does not receive at least a majority vote of the faculty.

Section 3. Term of Appointment.
The term of initial appointment for a faculty member or dean shall not exceed three years.

ARTICLE

VI.

FACULTY EVALUATIONS.

Section 1.

Purpose.

Faculty evaluation shall serve two functions:
1)

Evaluation is a means of monitoring individual performanc-e for allocating the merit portion
of salary increases, promotion and tenure;

2)

Evaluation is a feedback process which provides a faculty member and the School with an
incentive and method for improvement.

Section 2.

Process.

The evaluation process shall be characterized as "Management by Objectives: Results and
Rewards." The basis of the process is an annual written agreement between the faculty member and
the Dean stating mutually agreed upon objectives and rewards over a five year period. Although
each faculty member is expected to be active in all professional areas, particular areas may receive
more attention in the objective/reward process.
The school will establish a committee of faculty to serve as a peer review board. After the
Dean and the individual faculty member reach agreement (or deadlock) in setting objectives and
rewards, the case will be reviewed by the Committee, which then will make a recommendation for
adoption or modification. At the time of the annual review the Committee will evaluate the
professional accomplishments and teaching performance of each faculty member. Recommendations
for contract renewal, promotion and tenure will be made to the Dean based upon the degree to which
the objectives stated in the agreement have been achieved.
Section 3.

Peer Review Committee.

The Peer Review Committee shall consist of three senior faculty members who are tenured.
They will be elected for three year terms with one term expiring each year.
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Section 4.

Criteria.

Four categories of criteria shall serve as the basis for evaluation and reward. Each faculty
member should, if possible, be active in each of the four areas, although individual faculty may wish
to emphasize certain areas. The categories are:

A.

Teaching. Evaluation of teaching performance should include student evaluations, use of
appropriate, innovative teaching methods, use of state of the art techniques.
It is expected that all faculty members should be outstanding instructors. In comparison to
other instructors within the Crummer School, no individual's performance should be
substantially and consistently low as perceived by peers, students, and administrators.
Innovative teaching techniques which help achieve the goals of the program are desired and
should be recognized in evaluating performance.

B.

Professional Service. Evaluation of professional service should include publications in
journals, publication of textbooks, presentations at conferences and holding official positions
in professional organizations.
It is expected that senior faculty members should have one publication in a refereed journal
per year. Thus, the norm for faculty members being promoted to full professor after serving
five years as an associate professor shall be five journal publications. Since the preparation
of a textbook may take two years, each published text (including reading books but excluding
instructor's manuals) will generally be counted as two journal publications.

C.

Community Service. Evaluation of community service should include consulting services
offered through the School, seminars and conferences sponsored by the School and holding
positions of responsibility in the community which are agreed to be important to the School.
Community service in itself is not required for either promotion or tenure but will be taken
into account during evaluations. It is not considered to be a substitute for either teaching
excellence or publication, but together with college service, professional service and
conference presentations can be used to fulfill the supplementary requirements.

D.

College Service. Evaluation of college service should include service on committees,
chairing committees and performing special services for the College.

Section 5.

Standards

The following standards are deemed appropriate for each rank:

A.

Instructor. The entering position at Crummer should be Instructor; any faculty member who
does not hold a doctorate or equivalent degree should enter at this rank unless he is so
distinguished in the field that his reputation is without question.

B.

Assistant Professor. Qualifications for Assistant Professor should be the Ph.D. or equivalent
degree.
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C.

Associate Professor. Qualifications for Associate Professor should be those of assistant
professor plus a minimum of four( 4) years full time teaching at a senior institution at the
assistant professor level, of which at least two (2) years have been at Rollins, plus evidence
of satisfactory progress in the criteria listed under "Criteria."

D.

Professor. Qualification for Professor should be those of associate professor plus at least
five (5) years full time experience in a senior institution at the rank of associate professor,
plus evidence of exceptional performance in the criteria listed under "Criteria." The rank
of Professor should be bestowed only on those individuals with an established reputation of
scholarly excellence as evidenced through a continuing record of publication and who are
expected to maintain that reputation in the future.

E.

Tenure. Only under rare circumstances should an individual receive tenure with an initial
appointment at Crummer. Individuals who were tenured at their previous institution may
enter Crummer under a contract for a prescribed number of years, after which they may be
eligible for tenure. Qualifications for tenure should be those of appointment to Associate
Professor or Professor rank. The evaluation for tenure usually will be made during the fifth
year of teaching in the Crummer School. For those who held tenure at another institution
before coming to Rollins, the decision may be made no sooner than the second year.

F.

Summary of Standards for Tenure and Promotion.
Tenure
1. Teaching Excellence.
2. Two Publications in refereed or prestigious, edited journals.
3. Two of the following:
(a) official position (officer) in professional organization;
(b) presentation at (national or regional) professional conferences;
(c) participation in seminar, conference, or consulting sponsored by or of benefit to
the school;
(d) chairman of college-wide committee;
(e) two additional acceptable publications.
Tenure for Dean
A Dean who does not have tenure may apply for tenure after having completed six years
or more of service as Dean of the Crummer School. Items 2 and 3 listed above may be
met during the span of the Dean's academic career rather than being required to have been
met while serving as Dean at Crummer or during other service at Crummer.
The evaluation for tenure will be conducted by the Peer Review Committee and forwarded
through appropriate Rollins College procedures.
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Promotion to Associate Professor
Same as tenure.
Promotion to Full Professor
1.
2.
3.
Section 6.

Teaching excellence.
Seven publications in refereed or prestigious, edited journals.
Same as No. 3 above.
Evaluation of Part-time Faculty.

The Dean shall evaluate all adjunct and part time faculty.
performance of the duties outlined in the contract of employment.
Section 7.

Evaluation shall be based on

Faculty Development.

As a means of achieving the goal of scholarly activity and encouraging faculty improvement,
the Crummer School promotes faculty development activities including:

A.

Attendance at Professional Associations. To the extent warranted by budget constraints, the
School should attempt to send each faculty member to at least one regional and one national
professional meeting per year. Per diem and travel allowance should be sufficient to cover
the complete cost of the trip. Additional trips may be funded totally or partially. Criteria
to be considered in the decision to fund a trip should include presentation of a paper, chairing
a session, officer of the association, teaching development or faculty recruitment.

B.

Leave of Absence and Sabbatical. It is the policy of the Roy E. Crummer Graduate School
of Business to encourage leaves of absence and sabbaticals that further the objectives of the
school, college, and the individual.
Members of the Crummer Faculty become eligible for consideration for a sabbatical leave:
1)

upon serving six years as full-time members of the faculty, and

2)

upon approval by the faculty promotion and tenure committee of a proposal
for a course of action to be undertaken during the period of the sabbatical.
This proposal is due to the committee one year prior to the academic year
during which the leave is to start.

The promotion and tenure committee will judge the acceptability of the proposal and
its quality relative to other proposals if requested by the Dean.
Approval of any sabbatical application is dependent upon:
1)

The Acceptability of the proposal.
a)

A proposal must demonstrate sufficient furtherance of sabbatical
program objectives in order for the individual to receive a sabbatical.
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b)

The applicant must demonstrate the ability to carry out the
objectives of the proposal.

2) The availability of funds to support the sabbatical.
3) The impact of the sabbatical, if granted, upon the operations of the School.
The decision to grant a sabbatical will be made by the Dean of the School on the basis of
information supplied by the promotion and tenure committee, and other financial and
scheduling information available to the Dean.
If all eligible members cannot be granted sabbaticals when the six-year (6) time period has
expired, those who were unsuccessful may reapply with preference in subsequent years. All
faculty members are encouraged to take their leaves as soon as possible after their six years
of service has been completed. Each eligible faculty member is strongly encouraged to take
his or her sabbatical for which the proposal was accepted.

A schedule of accrued eligible faculty members and prospective eligible members shall be
prepared and updated annually. The monies for accrued sabbaticals must be identified and
set aside annually in accordance with the schedule of sabbaticals prepared per this policy.
After the close of the academic year in which each sabbatical is taken, the faculty member
must serve six more years before again becoming eligible for sabbatical leave.
Credit for prior teaching in other colleges will not be granted toward accumulation of the six
years necessary to become eligible for sabbatical.
Normally, the sabbatical time frame for a faculty member would be a spring plus a summer
term or a summer plus fall term.
C.

Research Grants. Faculty are encouraged to apply for research funding from external sources
such as the federal or state governments, and from internal sources such as the Rollins
Research Grant Fund and the Crummer Research Fund. Proposals to external sources are
subject to the guidelines of those agencies and the procedures of Rollins College.

D.

Course Load Reduction. A faculty member may request a reduction in teaching load of up
to one course per semester. The request must be accompanied by a proposal outlining the
nature of the research project, book outline or course development. Approval of the
reduction will depend upon the merit of the proposal and the ability to staff the necessary
courses.
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ARTICLE

VII. OFF1CERS OF ADMINISTRATION.

Section 1.

Responsibilities of the Dean.

The Dean shall have the following responsibilities:
A.

Overseeing, approving and evaluating all graduate programs and courses in business
administration offered by Rollins College;

B.

Preparation and management of the budget for the School and its affiliated activities,
including grants and contracts;

C.

With concurrence of the faculty, appointment, renewal and termination of faculty of the
school;

D.

With concurrence of the faculty, recommendation for rank, promotion and tenure for all
faculty;

E.

Admission, advisement and termination of all students to programs in Crummer;

F.

Preparation of an Annual Report of the Roy E. Crummer Graduate School of Business;

G.

Acquisition of resources and facilities to support the programs of the School;

H.

Maintenance of appropriate accreditation for programs of the School;

I.

Other duties appropriate to the office.

Section 2.

Other Officers.

With the concurrence of the faculty the Dean may appoint other Officers of Administration
of the School. With the concurrence of the faculty the Dean may establish administrative support
positions.

Article

vm.

ADMINISTRATION EVALUATION.

Responsibility for the performance of each administrative officer rests with that officer's
superior. Responsibility for the performance of the Dean of Crummer rests with the Academic Vice
President. Faculty members should have direct, written and confidential input into the evaluation
of each officer of administration. This input should be requested by the appropriate superior at least
one month before the regular evaluation of each officer. Administrative officers of the School
include the dean, all assistant or associate deans, and directors.
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ARTICLE

IX. STUDENT GOVERNANCE.

Section 1.

Cocurricular Activities.

The Roy E. Crummer Graduate School of Business shall provide cocurricular activities for
students. These activities shall include, but are not limited to, placement and alumni relations
programs, student governance, and student discipline.
Section 2.

Student Responsibilities.

Students are expected to abide by rules common to all Rollins students as established by the
Board of Trustees in the "Bill of Students' Rights, Responsibilities and Conduct." Within the
Crummer School student governance is determined by the MBA Association.

ARTICLE

X.

METHOD OF AMENDING BYLAWS.

These Bylaws may be amended at any time through vote of a simple majority of the faculty
at a regular or special faculty meeting of the Crummer faculty.
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